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UVARY Z 


Za Sse ZL ef gp tee gfe et 


Wie 5 OTF AE ABBAS ODE GO 


Read and Study these Pages Carefully 


Che Purpose of this Bonk - A Personal Letter from the Author 


Dear Pupil: 


This book is not intended to teach you how to write — 
you are now entering the Senior Grade, and have already 
learned to write with some degree of skill, all the letters of 
the Alphabet, both small and capital, and the figures. You 
are also able to write words, sentences, and stories, and can 
work large problems in Arithmetic. If you learned the 
MacLean Method of Writing while in the lower grades, you 
are now able to write a fairly rapid, legible hand, in a free 
and easy manner; you sit in a good healthful posture, and 
The hand should 


use a free, rhythmic, writing movement. 


glide on the finger nails of the last two fingers, propelled 


o 


mainly by the muscles of the upper arm and shoulder. The 


fingers may assist slightly in the details of letter formation, 


but cramped, finger movement should be avoided. 


The purpose of this Writing Manual is to lead you in 
an interesting and instructive manner along the road of ad- 
vancement in Writing. A number of new letter forms are 
shown in this book. If you prefer any of these to the form 
which you learned from the Compendiums in the lower grades, 
you should practise it until you can make it well, then use 


it in all your written work. 


You will soon have completed your school course, and, 
This 


Manual is intended to give you the preparation needed in pen- 


very shortly, will be entering upon your life work. 
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manship. You should improve your writing this year; just 
as you will be able to do more difficult problems in Arith- 
metic, and to do them more rapidly; to make a better draw- 
ing; to swim farther and faster; to play a better game of 
ball—in short, to be more expert in any line of activity. 


You should learn this year to write with greater freedom, 
at a greater speed, and to produce a more finished form, for 
these are the present demands of the business world. Per- 
haps you will not become a skilled penman, but you should 
be moving in that direction. Do not forget that the move- 
ment drills are only a means to an end, which is free, rapid, 
rhythmic Writing. 


Do not expect that you will have no difficulties in your 
You will have difficulties in Arithmetic, 
Drawing, Spelling, and other subjects. Remember the old 


Writing lessons. 


saying, “If at first you don’t succeed, try, try again.” Adopt 
correct writing principles in all your work, for only in that 
way can you hope to obtain the best results. 


The writing in this book is not intended as a perfect 
model in penmanship. All the work contained herein is “Arm 
Movement” Writing just as it came from the pen — an 
ordinary pen, such as you will be using. The copies were 
They 
are not perfect, but are sufficiently good to be used as 2 


then photo-engraved and printed as you see them. 


model for your practice, and represent a style of writing 
most eagerly sought for in the business world to-day, for 
it is legible, rapid, and easily executed. 
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The course outlined in this Manual is not experimental, 
but has been worked out through many years of experience, 
and contains only suggestions and exercises which have been 
tried out with pupils of your age, and which have proved 
satisfactory. 


I wish you every success in your effort to become a good 


writer. 


Yours for better writing, 


Pp. S. — Your teacher will find this book a valuable aid 
in instructing you in the art of Writing, for the work is 
graded in a systematic way. The lessons are so arranged, 
and instructions so clearly given, that by studying and 
following these instructions you will need very little help 


from your teacher. 


Try hard to win a MacLean Method Writing Certificate 
at the end of the year—and also help to win the High Hon- 
our Diploma for your class and teacher, This means that 
the writing of your class must be at least a little better 
than that of any other class of the same grade in the whole 


province. 
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WHAT TO DO FIRST. 


In order that you, your teacher, and the Author may be 
able to see how much you are improving in your work, write 
to-day three specimen pages. Keep one for yourself. Put 
it away in some safe place at home, so that you will know 
where to find it when you want it. Give the other two to 
your teacher, who will file them for future reference. When 
your examination for a MacLean Method Writing Certificate 
is sent in at the end of the year, one of these copies will be 
attached, so that we can see just how much improvement you 
have made. 


On each of these pages write your name, age, and grade 
on the first line; skip a line and write name of school, city, 
or town, province, and date; skip a line and write name of 
your teacher. Now skip three lines and write a copy of all 
capitals, small letters, and figures; skip another line, and 
write the following paragraph: “This is a specimen of my 
best writing. I am now commencing my Course in the Senior 
Manual of the MacLean Method of Writing, which has for 
its aim the acquiring of a legible, rapid, uniform, easy style 
of penmanship. This page was written in ....——_minutes 
and——.... seconds.” 


In writing this page use good pen, good ink, and govud 
paper. Keep an accurate record of the time. 


HOW TO USE THIS BOOK. 


Read all instructions carefully and thoughtfully. Study 
the photographs and exercises as you would study your 
drawing and model before commencing a new piece of work 
in Manual Training, or as you would scan carefully the 
recipe in your cooking lesson, and then follow these instruc- 
tions carefully. Be patient and persevere, and your success 
is assured. 


Do not use this as a copybook. The old-style copybook 
did not prove successful in teaching people to write freely, 
rapidly, and in a healthful posture. Perfect forms, the 
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product of the engraver’s skill, were placed before us, and 
we filled up the page, realizing that we could never hope to 


attain that standard of proficiency in our writing. As well 


might we have been placed before a beautiful, highly fin- 
ished automobile, and asked to make one like it. The 
making of such is a very complicated and difficult process, 
and we must learn it step by step. That is the principle 
followed in the work of this Manual—to teach you general 
principles of good movement in Writing—to show you how 
this movement can be applied in the building up and placing 
together of units in letter, word, and sentence formation. 

So let us emphasize again: Read the directions, study 
the photographs, examine carefully the drills and exercises, 
analyze letters and words, and compare them critically with 
your own work. The order of the drills and lessons has been 
prepared after a great deal of careful study, and you should 
follow it closely. a 


WHY TRY TO BECOME A GOOD PENMAN? 


It is not an easy thing for any of us to bring our writing 
up to a high standard, and we are quite justified in asking 
the above question. Let us try to answer it for you. 

The first reason we shall give is this: We use our pens 
to express our thoughts in a social or in a business way, and 
we owe it to the people who read our letters that our writing 
should be legible and pleasing in appearance. This is surely 
just as important as it is to “say” it nicely if we were talking 
instead of writing to them. We would feel very much 
humbled indeed if we made mistakes in Grammar or in 
Spelling, and surely it is just as important that our Writing 
should be good. 


Again, it is a great satisfaction to be able to write 
rapidly and well, and not feel that we have to make apolo- 
gies for our writing. To be a poor Penman ts no evidence 
at all of greatness, but is one of the greatest handicaps a 
young person can have. 


Perhaps the most important of all reasons, and the one 
that may appeal to you the most, is the fact that, other 
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‘things being equal, the young man or young woman who 
makes the most rapid advancement in the business world of 
to-day is the good penman. Heads of business firms, depart- 
ment stores, banks, telegraph companies, etc., all tell us over 
and over again that they reject many applicants merely on 
account of their poor handwriting, and that good writers 
receive rapid promotion. 


I think we shall all agree, then, that it is worth while to 
make an effort to bring our penmanship up to a high stand- 
ard, for no matter what our vocation in life, it will be one 
of our strongest assets. 


WHAT IS GOOD WRITING? 


_ Now we must ask ourselves the question, “What con- 
stitutes good writing?” Whether we consider this question 
from the social or business standpoint, the answer is the 
same. : 


(1) Legibility. We cannot hope to be much of a success 

in the social or business world if we do not speak audibly 

and clearly—and it is even more of a handicap if our writing 
cannot be read. 


(2) Uniformity. There should be uniformity of size, 
slant, and spacing. 

(3) Rapidity. In professional and business life we must 
be able to write rapidly and still keep our writing legible 
and uniform. 


(4) Ease. We must adopt a method which will enable 
us to write, even for hours at a time, without strain or 
“Writer's Cramp.” This is accomplished by using the large 
muscles of the upper arm and shoulder, as taught in this 
Manual. 


Keep in mind, then, these essentials of good writing : 
Legibility, Uniformity, Rapidity, and Ease. 
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HOW TO BECOME A GOOD PENMAN. 


You have, no doubt, decided to do your best to become 
a good penman. If so, you are on the first step of the stairs 
leading up to good penmanship. There is no elevator. 


The first step we shall call Desire. The next step is 
Good Materials—you must use a good pen, good ink, and 
good paper. You must assume a good, healthful Position, 
which is the next step, and adopt the correct method of 
Penholding. “That is the fourth step. You must use a free, 
gliding, Rhythmic Movement, which is the next step. The 
sixth step is Study. You must study just as hard as you do 
in Drawing, Arithmetic, or Music. Study closely the pic- 
tures, movement drills, figures, letters, words, and sentences 
in this Manual, and then take the next step, Practice. This 
is perhaps the most important step of all, for just as Desire 
and Study would never train you to become a good tennis 
or hockey player, or a good musician, so you must fail to 
become a good penman if you do not practise—and practise 
thoughtfully and systematically. A little practice each day 
is better than much one day and then none for several days; 
just as it is wiser to eat and sleep each day, than to try to 
Store up enough one day to last us for the next two or three. 


A good plan is to commence all your writing with move- 
ment drill just to “warm up,” as you have a little “work-out” 
before commencing your game of basket-ball or hockey. Keep 
good form constantly in mind, and try to make it with the 
Proper movement. Have your Manual close at hand, and 
refer to it often. 


Form the habit of criticising your own work and reme- 
dying the defects. Give yourself plenty of room, assume a 
good position, and use good materials. Always make sure 
that your paper is held on the proper slant, and be sure to 
use the correct writing movement in all your written work— 
not in the writing lesson only. 


Some of these steps are slippery, and you must be care- 
ful not to slide nor fall, Fortunately for you, there is a 
strong railing which you can grasp at any time; in fact most 
of us have to hold on to it all the way up. You will notice 
it is Patience and Perseverance. 
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MORE ABOUT THE STEPS. 


The Importance of Using Good Materials. 


If you wish to make a good model in Manual Training, 
or to make a first-class cake, in fact,,if you wish to do any 
fine piece of work, you must use the best kind of material. 
So it is in Writing. Use a good pen nib, good penholder, 
good ink, and a good quality of paper. 


GOOD PEN NIBS. 


A good steel pen nib should be used—one that is not too 
fine nor yet too coarse. If too fine, there will be a tendency 
to scratch, and the line of writing will be too faint; if the 
pen nib is too coarse, the line will be too heavy, too much 
ink will be used, and a heavy touch developed. If you find 
any tendency to scratch, or if it gathers up particles of the 
paper, then you are pressing too heavily on it—which indi- 
cates that you are grasping the penholder too tightly. This 
is fatal to good writing. If you hold the penholder in that 
way the muscles soon tire, and cramp develops. After a 
light touch has been developed, a slightly coarser pen nib 
may be used if your writing is considered too faint for 
business purposes. The thickness of your line in writing 
should be determined by the coarseness of the pen, and not 
by the pressure. 


THE CARE OF YOUR PEN NIB. 


New pen nibs are coated with a preparation to prevent 
rust; use a damp pen wiper for removing this coating in 
order that the ink may run to the point. After using your 
pen, wipe off any remaining ink with your pen-wiper. This 
prevents corroding, and will greatly lengthen the life of your 
pen nib. 


THE PENHOLDER. 


In order to produce the best results in writing, you 
should use a good penholder. It ought to be of suitable 
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length, properly shaped, light, and well-balanced. Do not, 
under any circumstances, use one with a small or slippery 
base, for that tends to produce gripping, and unnecessary 
muscular tension. 


USE OF A FOUNTAIN PEN. 


Much of the writing done in the business world is done 
with a fountain pen. It is very convenient and saves time. 
It is not satisfactory for your practice in writing, because 
(1) The use of it tends to develop a heavy touch. (2) Many 
of them are not well balanced, being small at the base and 
large at the top, and rather heavy, especially when filled 
with ink. If you learn to write well with No. 2 steel pen 
nib and wooden holder, you will be able later to do satis- 
pees. work with a coarse pen or a fountain pen if you 
wish. 


GOOD PAPER. 


For your practice work use a good quality of paper. {t 
will pay you in the long run. Lines about three-eighths of 
an inch apart should be faintly ruled. The paper may be 
used in single sheets or in foolscap style, about 8 inches 
wide, and not more than 10 to 11 inches long. If longer than 
this, it takes up too much room on your desk. A writing 
pad or writing blank book containing good paper may also 
be used. If the latter plan is adopted, it will be easier for 
you to keep a systematic record of your work, and you can 
see at a glance what improvement you are making. 


INK. 


Use also a good quality of ink. It should be a good 
color and free-flowing; a good blue-black is perhaps the most 
satisfactory. The ink-well should always ‘¥ kept covered 
when not in use. This keeps out the dust and prevents thick- 
ening due to evaporation. 


—————— 


- 


PROPER POSITION. 

So much of your school work now consists of writing 
and figuring that it is very important for you to assume at 
all times a position that is healthful, and one which will 
allow for the greatest freedom in writing. We cannot em- 
phasize this too much—and you must not feel annoyed if 
your teacher constantly reminds you of the necessity of your 
maintaining a good position in all your work. 

THE POSITION OF THE BODY. 
It is indeed fortunate for us that the most healthful 
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Figure 1 Figure 2 
position is also the best position for “Arm Movement” Writ- 
ing. “Finger” movement writing, on the other hand, en- 
courages writing with depressed chests, rounded shoulders, 
and eyes too close to the paper. The front edge of your 
chair or seat should be in the same vertical line as the edge 
of your desk, or possibly two or three inches ahead of it— 
that is, under your desk. This will allow you to assume an 
upright square front position, so that the organs of respira- 
tion and digestion can perform their duties efficiently. 


Study now, very carefully, Figure 4. You will notice 
both feet placed flat upon the floor, thus supporting the 
weight of the legs. The feet should be a little distance apart, 
the left foot slightly in advance of the right, thus leaving the 
right side of the body free. Do not push the feet back under 
the seat, for this tends to throw the body forward, putting 
the weight upon the arms; nor should you push them out 
in front, for the body is then not well balanced, nor is the 
right arm free, and the eyes are too far away from the pa- 
per. The lower and upper part of the right leg should form 
a right angle under the knee, but the back should be kept 


Figure 3 Figure 4 

straight. The body should lean slightly forward from the 
aips. Notice in the picture that the back does not touch 
the seat, nor does the clothing touch the desk in front. The 
head is erect, the shoulders well back, and the chest extended, 
to allow for deep breathing, so that a plentiful supply of 
oxygen can be brought to the lungs. The elbows are fairly 
close to the sides—about the width of the palm of the hana 
See Figures 2 and 8. Notice that the forearm forms a right 
angle with the upper arm. 
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Note the position of the arms and the paper. 


The left elbow should be on the 
desk and the left hand on the up- 
per left-hand corner of the paper 
or book. This serves the double 
purpose of holding the book in 
place, and of supporting the upper 
part of the body. Do not allow 
your left elbow to move off the 
desk, or the left shoulder will 
droop. The shoulders should al- 
ways be kept on the same level 
(see Figure 2). 


Some of the very best penmen 
keep their right elbow off the 
desk, and some keep it on. It is 
a question of comfort and free- 
dom. Perhaps the better plan is 
to keep the elbow slightly off, and 


allow the muscular pad just in 7 


front of the elbow to rest on the Ai, 
front of the desk near the right- big 
hand corner. If you adopt this a 

plan you must be very careful not ’ 

to pull back your right arm as f- 

you write down the page, for a" x 

there is no muscular pad on or 

near your wrist to support the 

arm. 


Always keep the same part of 
your arm (the muscular pad) on 

the edge of the desk, and move 
your paper up or down, to the left or to the right, instead of 
moving your right arm. The wrist of the right arm should be 
raised. Do not let it drag on the desk or paper, for that 
interferes with free motion. The only parts of the right arm 
to touch the paper or desk are the muscular pid of the fore- 
arm, and the finger tips, or finger nails of the fourth and 
fifth fingers. 
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Study this diagram carefully. 


Down strokes 


coming to the 
centre of body 


Fig. 5 


The wrist should not be flat, for this position obstructs 
the view of the pen point, and the head must be bent to the 
left in order to see what you are writing. Instead, the wrist 
should be turned very slightly towards the right. 

If your desk will not allow you to assume this healthful, 
square front position, it may be necessary for you to turn 
your body slightly towards the left; but if you do so, do not 
allow your left shoulder to droop. 4 


THE CLOTHING FOR THE RIGHT ARM. 


In order to allow for the greatest possible freedom of 
the muscles of the right arm, tight clothing should not be 
worn. You will find that you can do better writing if your 
arm is bare from the elbow down (see Figure 6). Do not try 
to write with a thick or tight-fitting sleeve. Remove brace- 
lets or anything that will interfere with a free, easy motion. 


Figure 6 


POSITION OF THE PAPER ON THE DESK. 

The paper on which you write should be placed at an 
angle, and a little to the right of the centre of your desk. 
Study again Figure 5. If you are using the square front 
position for the body, the paper should be placed so that the 
lines on it are parallel to a line drawn diagonally on your 
desk from the lower left-hand to the upper right-hand cor- 
ner, as shown in Figure 5. If your arm is properly placed 


upon the desk, you will now find as you swing it from left 
to right and vice versa, that the point of the pen will move 
along the ruled line of the paper. See Drill No. 1, page 17. 
You should endeavor to keep the line of your forearm nearly 
parallel at all times to the right and left sides of your paper 
—that is, at right angles to the ruled lines. ; 

If you do this and make all your down strokes midway 
between your eyes, and towards the centre of your body, 
your writing will always be on the proper slant. If you 
should make these down strokes towards your left eye and 
left shoulder, your writing will have too much slant. If you 
make the down strokes towards the right eye or right shoul- 
der, you will be writing backhand. This is a strain upon the 
eyes both for writing and reading, and so should be ayoided. 


MOVING THE PAPER. 


The paper must be moved towards the left as you pro- 
ceed across the line, and away from you as you proceed down 
the page. This moving is done with the left hand. The 
position of the right arm should not be changed. This will 
be explained more fully later on in the Manual . 


Figure 7 


PEN HOLDING. 


The holding of the pen might seem at first glance to be 
a mere detail; so might the holding of the bow in playing 
the violin, or the holding of the pencil or brush in drawing 
or painting; yet good violinists and good artists will tell 
you that these things are very important indeed. So in 
writing, the proper holding of the pen is essential to good 
work, for it determines very largely the quality and slant 
of lines, and ease in writing. 
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To see exactly how you should hold your penholder, try 
the following plan: Let your right hand hang loosely at 
your side; lift it up in front of your eyes; notice that the 
curves of all the fingers are outward, and that there are no 
sharp angles. Now take the upper end of the penholder in 
the left hand, and place it between the thumb and middle 
finger of the right hand—with the index finger resting 
lightly on the top of the penholder (see Figure 8). You will 
notice the end of the index finger is near, but not on the 
lower end of the penholder, and the knuckles are rounded. 


lines in Figure 8. See also Figure 2. The penholder should 
be held in such a way that both points of the pen nib touch 
the paper. 


By following closely these directions you will learn the 
correct method of pen holding. The shape of the individual 
hand will possibly cause some slight variations, but the gen- 
eral principle is this:—The penholder must be held suffici- 
ently tight to give you control of it, and yet not grip it. 
The angle of the pen with the paper should not be so great 
as to cause scratching, nor so small as to cause smudging. 


Figure 8 


If these angles are sharp, you are pinching the penholder. 
(Study Figures 8 and 9.) 

Notice that the end of the thumb is slightly higher than 
the end of the index finger, and that the knuckle joint is 
rounded, not sharp. The penholder rests on the middle 
finger between the finger nail and the first joint, and crosses 
the index finger opposite or near the large knuckle joint. The 
small end of the penholder points about midway between the 
elbow and the shoulder of the right arm. Notice the white 
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Figure 9 


The holder should be pointed far enough to the right 
so that you can see the pen point, and yet not so far as to 
cause the hand to lie on its side. The fourth and fifth fin- 
gers should be turned slightly under—but not separated from 
ihe third finger, The hand glides on the finger tips or finger 
nails, as they offer a better gliding surface than the flesh, 
no perspiration comes through them to cause friction, and 
they wear better. 
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PRACTICE PAPER. 


In selecting paper for your practice, there are two impor- 
tant points to be considered. First, select a good quality of 
fairly heavy paper, with faint lines ruled about three-eighths 
of an inch apart. Second, a convenient size and arrangement 
should be used; a sheet about seven inches wide and eight and 
one-half inches long is a good standard size, and does not take 
up too much room on the desk. 


This practice paper may be used in the following ways: 
(1) Use two or three separate sheets, one on top of the 
other. The under ones form a good writing base for the top 
one, and all may be held together by means of a paper clip 
on the upper left-hand corner. Another clip may be placed 
on the upper right-hand corner if found necessary. This holds 
the sheets together. It is not advisable to use a single sheet 
of paper, for the top of the desk is very often uneven. (2) 
Use sheets of double foolscap of the size mentioned above, or 
smaller. With this plan, paper clips are unnecessary. The 
third method is the use of a writing pad, and (4) a writing 
book. The use of the latter is a disadvantage, because of 
the room it occupies, and also because of the thickness, which 
makes writing near the bottom of the page rather difficult. 
But, since much of your writing in after life will be done in 
a writing pad or in a book, you should now receive some 
training in using them. Whichever plan you adopt you should 
let your fingers glide on a blotter or extra piece of paper 
when nearing the bottom of the page. This forms a better 
gliding surface than the top of the desk. 


HOW TO DEVELOP AND REGULATE SPEED. 


In order to learn to write rapidly, you must devote « 
good deal of attention to the speed of your writing. Your 
teacher will have many different ways of developing your 
speed without sacrificing form, and will no doubt give you 
several speed tests during the year. Some of these will be 
explained later on in the Manual. When the proper rate or 
speed for the different letters and words has been pointed 
out, you must do your best to write at that standard—that 
is, you must become self-reliant, for very soon you will he 
leaving school and will have no one to guide you in your 


writing speed. A good way to develop and regulate an accu- 
rate speed is to use a metronome. See Figure 11. 


HOW TO USE A METRONOME. 


You will notice 
with the directions 
for each exercise and 
letter in the Manual 
a metronomic speed 
is stated. You can 
regulate the ticking 
of the metronome by 
moving the — sliding 
bar ‘A, Fig. rr. The 
number on a level 
with the top of this 
bar represents the 
number of ticks made 
in each minute. The 
bell is regulated by 
the small rod B. You 
will notice it is num- 
bered 2,3,4,6. If you 
pull this rod out to 
No. 2, the bell will 
ring at every second 
stroke. If you pull it 
out to 3 it will ring 
at every third stroke, 
and so on up to 6. 
The ringing of this 


Figure 11 
bell makes a good starting signal for the letter you are mak- 
ing, and is a great help in developing regularity in your speed. 


After you have practised for a while, you should try 
writing without the metronome and see if you can keep up 
the speed. If you write faster than the speed indicated you 
lose control, and the form will not be good, If you write 
slowly you are apt to use a cramped, finger movement, and 
the lines and curves will be shaky. 
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FREE MOVEMENT. 


Notice the fifth step on the stairs to good writing. It is free movemert. 
This is just as necessary in writing as it is in violin or piano playing, running, 
skating, or playing tennis. Free movement is necessary in writing to produce 
rapid, graceful work, and to prevent tiring. The best way to secure a good, 
free movement of the arm is to use what we might call the “arm movement” 
method. The arm rests on the muscle of the forearm and the pen is propelled 
by the muscles of the upper arm and shoulder. This muscle is rather large and 
soft, and allows for freedom of motion without the forearm sliding on the desk. 
(This has often been called “muscular movement”—a very indefinite term. The 
fingers may assist slightly in the details of letter formation, but the hand should 
glide freely on the finger nails.) 


HOW TO ACQUIRE THIS “ARM MOVEMENT.” 


Here are some good exercises for developing a free, writing movement. Try 
them and sce how simple they are. (1) Take proper writing position—but in- 
stead of using a pen, close the hand lightly. See Figure 12. Keep the wrist 
and the hand off the desk. Push the forearm gently forward and pull it back 
without letting the arm slide on the desk. Watch you wrist moving in and out 
of your sleeve. Do this several times, counting one for each push and pull com- 
bined. Make about 200 return strokes per minute. (Set the metronome at 200.) 

With the hand in the same position let the arm rotate towards the left and 
around, forming an oval or ellipse, counting one for each complete round, and 
making about 200 ovals per minute. 

Next try the same motion with the hand rotating to the right. Notice how 
you can rotate your forearm on the muscle without having your arm ‘slide. 

Try next a side or lateral motion, swinging the forearm to the left and to 
the right. 

(2) Try these same movements with the hand open, and palm facing 
downward. Keep the wrist well off the desk and the fingers together. See 
Figure 13 

(3) Hold the hand now in writing position but without the pen, and go 
through these same motions. See Figure 14. Let the hand glide on the finger 
nails of the last two fingers. This will let you know what it feels like to “skate” 
on the finger nails 

(4) Now place your penholder in proper position, and before dipping it 
in the ink, try once more the exercises described. Before placing your penholder 
in position read again the paragraph on penholding on page 11. 

(5) Dip your pen in the ink and you are ready for work. See that your 
hody, arms, wrist, paper, and Manual are in proper position. Study pages 15 
and 16, then turn to page 17 and try the movement drills. 


MacLean Method of Grouping Letters 
for Study and Prartice 
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This is called the lateral (side) exercise, and is the move- 
ment you usé as you write across the page. 

Commence with a light quick stroke to the right just 
underneath the top line of a space on your paper, and swing 


back to the left to the starting point. Repeat this eight 
times. Count 8—one for each stroke. Set the Metronome 
about 176 and gradually increase to 200. Commence the 
motion in this and all general movement exercises with your 
pen in the air touching the paper while it is in motion. This 
is what we call a “flying start.” 

Finish the exercise by raising the pen from the paper 
before the motion is checked. We call this a “flying finish.” 
It gives a nice, light, tapering, finishing line. Repeat this 
drill in the centre of the space to the same count and speed. 
Next repeat on the base line. The lines you make should be 


Two space drive and return (push and pull) exercise, to 
develop push and pull strokes in letters. 


Use a light touch and a free movement. Do not allow 
your arm to slide on the desk, but let it work on the muscle 
cf the forearm. ~ 


Start right and you 


parallel to the baseline if your paper is held on the proper 
angle. J 

Do not be discouraged if they are not so good as those 
in the Manual. At this stage pay more attention to correct 
movement than to good form. 

Shift your paper a little to the left and try the next 
three lateral drills; shift paper again and repeat; one more 
shift and try the last three. , 

Watch your position, keep wrist up, skate on the finger- 
nails, hold your pen lightly, keep up your speed, and use 4 
free, easy movement. 


It is a good plan to try these exercises first with dry pen 
off the paper; that is, pretend you are writing. When you 
have developed the “swing,” use ink and write. 


(MIM. 


Commence with a downward flying stroke and finish with 
a downward flying finish. 


Shift your paper as indicated by the tick marks, and 
make all down strokes towards the centre of the body. Count 
8. Metr. 176-200. 


will likely end right. 


Y 


, 
Yi }/, 
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Two space drive and return extension—to develop free- 
dom and control. Commence and finish with a downward 
stroke. Make one hundred double strokes two spaces high 
in each quarter line. 


See how many strokes you can make with one dip of 
your ink. 


Watch angle of paper and do not forget the shifts. Keep 
the angles sharp at top and bottom. Cownt 100 as follows: 
1, 2, 8, 4; 5, 6, 7, 8, 9, 10, 1, 2, 8, 4s 6, 6, 7 8, 9, 20, 
1, 2, 8, 4, 5, 6, 7, 8, 9, 80, etc., to 100. Set the metronome at 
176 and gradually increase speed to 200 or 208. 


Two space oval. to develop the rotary motion needed in 
writing. 

Try the left oval first, then the right. The latter is more 
difficult and will require much practice, for this motion is used 
in many letters. 

Make all strokes lightly, the down strokes as well as the 
up ones. Use a flying start and finish. Let the right hand 


“skate” on the finger nails of the last two fingers. Keep 
body and head erect and feet flat upon the floor, Notice the 
slant and form of these ovals. They lean towards and touch 
each other. The width should be about two-thirds of the 
height. Make about 12 ovals to a line—8 in each quarter. 
Metr. 176-208. Count 8 for each oval. The form will improve 
as you develop a good movement. 


Two space compact oval, 
oval. Count 400. 
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Practise both left and right 
Try to get 100 ovals in each quarter line. 


Shift the paper after each 100 counts, so that the slant will 
| be uniform. Use a free rhythmic movement. Metr. 176-208. 


THE OVAL CAPITALS—LEFT OVAL GROUP—(0, C, A, E. 


Now you are ready to try a letter. You know how many 
exercises you must practise in your piano or violin playing. 
Perhaps you do not enjoy them very much some times, but 
you know they help you to play “pieces” later on. So it is in 
writing. You must practise movement exercises in order to 
be able to write your “piece” well. 


/ 


A Curve figishing slrokes 


This is a specific movement exercise. The first one is two 
spaces high and is placed here to show you the form, pro- 
portion, count, starting and finishing strokes. Study these 
points carefully. It is exactly the same as the oval for the 


Le 
& 


Now try the O three-quarters of a space high—the height 
of all the capital letters. Set the metronome at 192 and gradu- 
ally increase to 208. Set the bell at 8, and commence the first 
stroke of each O with the ring of the bell. 


Make the first stroke leftward and downward. Flying 
start and flying finish, 


Start to-day’s lesson with a line or two of left ovals, for 
O is just an oval, or more correctly speaking, an ellipse, with 
a finishing stroke added. 

Make the ovals about two-thirds as wide as bigh. Use 
a free, rhythmic movement. Sit in an upright, healthy posi- 
tion. Count 8. Metr. 200-208. 


OOCCOCOCO OOOO 


first six strokes but the seventh is a finishing stroke to the 
right and upward. See that this stroke is nicely curved, Use 
a flying finish. Notice how far down in the oval this stroke 
comes. Count 7. Metr. 192-208. 


OV OOOO OO OO-O- 


Do not lose time between the letters. The bell rings at 
every third count. This leaves you time to make a slight 
pause between letters and to shift your paper. Commence 
again with the ring of the bell. You should write at the rate 
of 65 to 70 O’s a minute. 


Be sure you are right—then go ahead 
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CROP). 2) 
The C is also developed from the left oval. Try the left Notice the space indicated by figure 1, Leave room there for 
oval exercise. Aim to get a free movement. Now try Drill 9, a small # Count 7. Metr. 184-208. ;. 


’ Oacececececec 


This is a good exercise. Count 1 to 7 for the oval drill | and s, 2, for the C. Alternate them across the page. 


7 
u "Cie CeCeeCeeceeece 
Write a few lines of one-space O’s before trying them commencing stroke of i. Analyze, criticize, and correct your 
three-fourths high. Make about 20 letters to a line. Do not forms. Write with a regular, ‘free, thythmic movement. | 
forget the paper shift, Make the starting loop leftward and Count 1, 2. Metr. 184-208. Bell 3. Rate 60 to 70 C’s 
downward on the main slant as shown. Finish the @ like the a minute. 


Proper practice produces perfection 
20 
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Notice the similarity between O, C, and 4. All are line. You should make a very slight pause at the top so as. 
slightly at the union 


ies 

developed from the left oval. The last stroke of the A comes to avoid making a loop. Always pause s 
downward, and finishes below the base line. Try the left of two lines where a loop is to be avoided. Do ‘not forget this lag | ee 
oval and the other drills shown. important rule. The 4 may be written with an upward finish, = 
Pe = ; Criticize your own work. Compare with the forms ins the | eee 

: Then try the 4 three-fourths of a space high. Notice Manual, and try to improve yours. Sit in a healthful position — 

ae that the first stroke is to the left and downward; that the and use a free movement. It will become easier each jaaye a 

3 downward finishing stroke retraces the right side of the curved For A, count 1, 2, Metr. 184-208. Bell 8. Rate 60 to 70 snk 

a | “A5 


_ line for about half its length and then finishes below the base- letters per minute. “. 


4 
* # 
me 
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pare your writing with that in the manual. Aim for good 


Notice the two methods of writing A. Study closely the 
letter formation and uniformity of size, slant, and spacing. > 


werds shown here. Write a few lines of each word and com- 


“ < y) —_> . . : " " 
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a y. _ This sentence provides good prac é 
ws small a. Use the same free, gliding movement in your word 
—_ > ie 


ae 
: = “ pits Hold your penholder lightly—not tightly 


tice on the capital and { and sentence writing that you use in your movement drills, 
Good spacing is a valuable aid to legibility. 
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You will notice two left ovals in the E. The lower one is 
slightly larger than the upper one, This letter is commenced 
with a dot or small check mark. This stroke is more easily 
made than a loop. Use a flying finish as in the O, A, and C. 

Notice that the ovals overlap in the centre forming a 
loop, which is almost parallel to the baseline. This loop 


Now make a few lines of H’s about three-fourths of a 
space high. Watch the dot start, the slant, the centre loop 
and the free, upward finish ready to be joined to a small 
ior u. Try to get the centre loop parallel to the baseline. 


Commence each letter with a dot on the stroke of the bell 
and keep up with the beat of the metronome, stopping only 


‘€ oo y; 
Cm HLS OLA 


Study each word separately, before attempting to write 
it. Note the connecting curves between letters, Practise these 
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VESE LPASOOBEe 


should extend about one-half the width of the drill. See the 
line on the left side of this drill—it is on the main slant. 
Write about a line of each drill—one space high. Hold your 
pen lightly. Keep your fect flat on the floor and your body 
erect. Use arm movement. Count 7, or Dot, 2, 8, 4, 5, 6, 7. 
Metr. 184-208. 


LD ECEEEEE EE ECEEE 


to move your paper three times while writing across the page. 
Make about sixteen E’s to a line. 


Relax your muscles so that you can write with freedom 
and not tire. This is very important, especially for people 
who have to write very long at a time. Count 1, 2, 8, or 


Dot, 2, 8. Metr. 184-208. Bell 4. Rate 45 to 60 letters per 
minute, : 


different forms of H and use the one you like best. Lessons 
on all of these small letters are given on the following pages. 


Use the best materials in your penmanship practice. 
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MINIMUM LETTERS—» and m. 

Now we shall introduce the small letters. You have met 
them before, but we hope you will become better acquainted 
with them during the next few days. Many of them look 
very much alike, just as you resemble other members of your 
family, perhaps. Yet each one can be readily distinguished 
from the others if made properly. 


An o does not wish to be called an a or a ¢, and an 
i is proud of its dot, while an e likes a loop. The n belongs to 
the minimum group of small letters—that is, it is one of the 
smallest of the small letters—being only one-quarter space 
high, 

The other members of this family are m, 0, @, ¢, i, Uy 6, 
v, w, and w—eleven in all, including the n. The r and s are 
a little taller—just in their “teens” as it were. 

The ¢ and d are one-half a space high, but not so tall 
as the upper-loop letters—the 1, h, k, and b, which are the 
same height as the capital letters. 


The small letters, j, g, y, 2, p, and q, have loops below the 
baseline. The f is the longest letter of them all; it has two 
loops—one above and one below the base line. 


You have many lessons ahead of you, but 
“One thing at a time, and that done well 
Is a very good rule, as many can tell.” 


Let us learn first to write the n. Try drills 18, 19 and 20 
as preliminary movement drills. For drill 18 Count 12. Metr. 
184-208. Use a free movement and a light touch. 


For drill 19, Count 10, four exercises to the line, about 
one-half space high. Round the tops as in nm and keep the 
bottoms sharp. Downward strokes on main slant. Very little 
or no retrace on upward stroke. Watch starting and finishing 
stroke. Flying start and finish. 


Now try drill 20, one-quarter space high. The last of the 


exercise forms the letter n. See dotted lines. 


Use a light, even pressure on your pen. Do not grip it. 
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Now you are ready for the letter. 
over, swing. Metr. 184-208; rate 45 to 55 letters per minute. 
Keep tops rounded. Watch the slant. The down strokes 
should be parallel and there should be no retrace. 


This is a good exercise to develop lateral movement, and 
uniformity in size, slant, and spacing, The first n ends with 
an underswing stroke; the next n commences with an over- 
turn. The union of these strokes forms a double curve. All 
small letters are joined together in words by either a double 
or a simple curve. Glance through this book and notice the 


The m resembles the n, but has an extra downward stroke. 
In making this letter you must try to get the three downward 
strokes all parallel, and the width of the first space the same 
as that of the second. Study carefully the form shown above. 
Notice the dotted lines. Get a clear mental picture of this 
letter, and try the motions necessary to make it before you 


Count 1, 2, 8, or over, 


The n 


LE ha JR CO ASP LL APO AFCA PICS FF EDF PIE 


should start on, or a little below the baseline, and finish 
level with the top of the letter, or slightly higher. Use a free, 
easy motion, and keep the fingers still. Let the hand glide 
freely on the finger nails, 


PPCOPOOP CA A FFF CLP AF OPO Ep FE 


connecting strokes of letters in words. Try the nm in groups 
of 8's. Count 1, 2, 8, 4, 5, 6, 7, making the double curves on $ 
and 6, and the upward finish on 7. Metr. about 160. Get 
plenty of swing, and do not worry if the form is not perfect 
at first. 


LPP A CVF OO FIO OPE AP IO Pe 


write with pen and ink. Do not make the m too much spread 
out, nor yet too high and narrow. Use the same starting and 
finishing strokes as in the n, Count 1, 2, 8, 4, or over, over, 
over, swing. Set the metronome at 784-208, but do not use 
the bell, as there is no bell at 5 in the metronome. Rate 
85-40 m’s per minute, 


There is no royal road to Good Writing 
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ing from one m to another. Try making them in the upper 
part of the space as shown here. This is called an “under- 
line” exercise. Use this plan for developing uniformity in 
height in other letters. Count 1 to 10. Metr. 184-208. ’ 


; 

| Study again the instructions for writing the m in groups. 

| Then try this exercise. It is a good movement drill, and 
tends to develop uniformity in the three s’s—size, slant, and 
spacing. See what a good double curve you can make swing- | 


PEE 


an m in each space. Study Plate 25. Try this plan with other 
letters after you have learned them. 


A good plan for developing uniformity in spacing is to 
turn your paper crosswise and write this exercise, writing 


6 (OXOXon 


MINIMUM LETTERS—4, aq, c, 
Our next lesson is on the small o. This letter is quite 
different from the m and n in almost every respect, except 


Practise systematically, not spasmodically 


height. It is really just a small oval with an overturn start 
and an underswing finish. Try this movement exercise. Make 
a large oval first and then put in the small one. 


Try this “overturn” starting stroke. A number of letters merely an oblique line. Now try the next exercise. Use the 
commence with this stroke—o, a, c, d, g, m, n, q, 0, %, y, z, and same starting stroke, then make a left oval about one-half 
one form of r. These small letters constitute the “overturn” space high and use a finishing stroke as shown above. Count 
family. It is well at first to commence this stroke just below 7. Pause slightly at the top of the oval before you add the 
the baseline using a flying start and finish. Be careful not finishing stroke—otherwise you will make a loop. Metr. 176- 
to turn the wrist. See that this stroke is nicely curved and not 200, Do not spend too much time on movement drills. 


as 


Study the large form, then write a line of o’s one-quarter Follow the letter drill with the lateral drill, as usual. Get 
space high. Pause slightiy at the top after making the over- the swing of this exercise before trying to write it. Remember 
turn stroke, and again after completing the oval before you what you are aiming at in this drill—free movement, uniform 
add the finishing stroke. Aim to keep the starting and finish- size, slant, and spacing. Avoid making loops, and swing from 
ing strokes short and well curved. Count 1, 2, 8, or over, one o to the next with freedom, Count 1, 2, 8, 4, 5, 6, 7, or 
round, swing. Metr. 184-208. Rate 45 to 55 per minute. 1 round, 2 round, 3 round, finish. Metr. 184-200. 
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Now try the word on. Notice the double curve from o to letters as you write them—as over, 0, Nn. Write at least a Line 
n. Do not use a metronome for word writing, for the count of each word. Try to develop uniformity of size, slant, and 
and rate of speed are not the same for all letters, Name the spacing. Notice the two methods of writing 4. 


Other things being equal, the best penman gets the position. 
26 
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the finishing stroke. Count 1, 2, 8, 4, 5, 6, 7 Make the 
push-and-pull strokes on the main slant with the downward 
strokes towards the centre of the body. Bring the pen to 
the baseline with each stroke. Keep the thumb still. 


The a commences like the o. Practise the overturn drill. 
Flying start, standing finish. Then try the specific exercise 
shown in the latter half of the line. Make them about one-half 
space high and gradually reduce to one-quarter space. Watch 
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Count 8, for the a; 1 for the overturn, 2 for the oval and 
down stroke, and 3 for the finish. Set metronome at 176-200. 
Bell 4. This is at the rate of 45 to 50 a’s per minute. 


Notice the slant of the oval. It is not the same as in the 
o, but the down stroke is on the main slant. Close it at the 
top, retrace about half way down and come almost to the 
baseline. Make a nicely rounded turn and finish forward 


Study each word and write it several times before trying | 


Always place your paper at the proper angle. Study the diagram on page 10, Senior Manual. 


and upward. See the small i in this letter. 


In the group of a’s, count 7, checking the motion slightly 
at 2, 4, and 6. Metr. 176-200. See the double curve between 
the a’s. Aim for freedom of movement first and uniformity 
will follow. Use your left hand to move the paper. Try a 
few groups as an underline exercise. You can fill up the 


spaces on your paper, writing both on and under the lines. 
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the next one. Use the manual for study and comparison. 


Look closely at the form on this line, Try a few imaginary 
forms, using a free, easy movement. Then write a few lines 
of c’s. Try to avoid a sharp, stiff angle at the base, and yet 
do not round it out like the 0. Be sure to make a hook at the 

_end of the starting stroke, but do not make a loop. Slow up 
the movement slightly at the baseline. This will help you 


to secure the correct slant. Count 1, 2, 3, or Hook, 2, 3. Metr. 
176-200. Bell 4. Rate 45 to 50 letters per minute. 

Now that you can make these forms, try writing them 
in groups. Again study the headline. Try to secure uni- 
formity in the three s’s—Size, Slant, and Spacing. Do a few 
underline exercises. Swing with rhythm from one letter to | 
the next. Count 7. Metr. 184-200. Bell 4. 
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Study closely all the words written here. Get a good 
mental picture of each word before attempting to write it. 
Then write it without looking at the headline. After writing 
a word several times, compare what you have written with 


the form in the Manual. Commence with the starting stroke, 


and compare them closely right through to the finishing stroke, 
See wherein you have failed and try again. Remember the 
three C’s—COMPARE! CRITICISE! CORRECT! 


This sentence gives good practice in small c. Make all 
letters carefully. Study the spacing. Write with freedom, 


Use a free, easy, gliding movement in all your written work. Always do your best. 
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MINIMUM LETTERS—i, , e. 5 
Here we introduce a member of another family—the 


i, wu, e group. You have already seen the main part of the 
i in the a. The downward stroke is on the main slant. <A 


good movement exercise for this letter is shown here. Count 
12. Metr. 184-208. Try next a few lines of the drill shown 
in the latter half of the headline. Notice the rounded stroke ws 
at the bottom. 


a 
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a short downward stroke on the main slant, ending with a , 
standing finish on the line. j 

The third drill will help to develop the correct slant in ) 
the letter i. Count 7. Retrace the main slant stroke. 


Try these specific movement drills. You can see for 
yourself how they will help you to make the letter well. 
These all start on the baseline. The second one is a double 
motion, consisting of a well-curved underswing followed by 


. 
a - 


Make this dot with a 
Metr. 184-208. 


in line with the downward stroke. 
slightly downward stroke. Count 1, 2, 3, dot. 
Bell 4. Rate 40 to 50 per minute. 


The i belongs to the group of minimum letters, that is, 
it is only one-quarter space high. It also belongs to the short 
swing family. The o belongs to the overturn family, because 


its first stroke is an overturn. The small letters of the under- 
swing family commence with an underswing stroke. Some of 
these are short swings, and some tall swings. The i is a short 
swing, and so are the following:—e, u, w, and j, The tall 
swings are I, h, k, b, f. The half-space swings are the p and ¢. 


Look closely at the iin groups. Try a few lines of these 
groups with a free, rhythmic movement. Remember how im- 
portant it is both for the sake of your health and your writing 
to sit in a good position. Keep your shoulders level and _, 
well back. Hold your head erect. See that the penholder 


itl tt tal 


Practise the i after you have studied the large form be- 
fore you. Notice that the commencing and finishing strokes 
are alike; that the downward stroke is on the main slant and 
slightly rounded at the bottom; and that the dot is placed 


is held loosely, and is kept pointed between the elbow and 
the shoulder. Make sure that your fingers are kept well 
together. Keep the wrist up, and use the nails of the last two 
fingers. as skates. 
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41 Supplementary Words :— See DPPC. art 


Practise writing the word in. Notice the connecting 
stroke, a double curve. Try to get the three downward 
strokes parallel. The space between the i and the n should 
be greater than that between the two strokes of the n. A 
good rule to follow regarding spacing is this: The spacing 
between letters in a word should be greater than the spac- 
ing between downward strokes in a letter. The spacing be- 
tween words should be greater than that between letters in 


a word. The spacing between sentences should be greater 
than that between words in a sentence. 

Study and practise the supplementary words, Notice the 
simple curve from dA to ¢ in Aim, and between n and i in 
onion. You will see here another way of writing the o at the 
first of a word. The overturn is omitted. Any of the over- 
turn letters may be written in this way, except m, n, 0, 2, y, z, 
and r (one form). 
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The u is very much like an i. Practise this drill. Count 7. 


Ht’ 


Try a few lines of u’s. Make the downward strokes on 
the main slant, but avoid sharp angles at the baseline. Fly- 
ing start, flying finish. Count 1, 2, 3. Metr. 184-208. Bell 4. 
Rate 45 to 50 per minute. 


Make the downward strokes parallel, 
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When writing the u in groups of 8's, count 7. Metr. 184- 
208. Study form in copy. Make a good swing from one letter 
to the next. Watch your spacing. Write a few underline 
exercises. 
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d letter forms? If so, you are developing both speed and 
orm in your writing. 

Select the best form you have written. See wherein you 


can improve and try again. Compare. Criticise. Correct. 
Try a few lines of supplementary words. 


45 Supplementary Words : 


Study the word nun. 

An n should never be made like a u, What is the dif- 
ference between them? When writing this word count 7, or 
Say n-u-n as you write. See how many times you can write 
this word in a minute. Can you write it 25 times and have 
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The 6 is a brother of the i. Do you not think so? It ment. Count 12. Metr. 184-208. Next try the exercise shown 
4 has a loop instead of a dot, however. That is a good dis- in the latter half of the headline. This tends to prevent too 
y tinguishing mark. The drill here shown is a good one to much curve in the down stroke and helps to develop correct 
> develop the loop of the e. Try it with a rhythmic arm move- slant. Count 7. 
. “x 
e 47 
é Practise for some time on the e. Count 1, 2, 8. Metr. the baseline, yet not too rounded? Is it on the main slant? 
184-208. Bell 4. Rate 45 to 55 per minute. The down stroke Is the finishing stroke upward and to the left? Is it the 
Hould ; lightl aeetines same height as the top of the letter? Was it made with a 
should cross the swing stroke slightly above the baseline flying finish? 


Criticise your forms closely, then try to correct the errors— Write a few groups of i and e joined together This will 
if you are making any. Ask yourself these questions: Does help to emphasize the difference between them. 
the letter commence on the baseline with a nice underswing? Loop the ¢ a lot; but never loop an é 


= Is there a good loop? Is the down stroke nicely curved at Give the é its dot, and always put it high. 
AQ 9 ILS PPE LLY ICEL“ PPLE 97 EE 
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You can develop splendid rhythm in writing this word. Write a few lines of supplementary words. Notice the double 
_ Count 1, 2, 8, 4, 5, or over, over, over, swing, down, swing. curve from e to nm in men. 


EU a ee ie ee oe Da cee is ae ee sae a a, 


1 

; 

; 

In this line you are given for review all the small letters | and finishing strokes. Notice the difference between the start- 
you have studied thus far. Aim for uniformity in starting ing strokes. Finish all letters at the proper height. 
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THE OVAL CAPITALS—RIGHT OVAL GROUP-—J, J. 

The J is a member of the right oval group, Commence 
this lesson with a right-oval exercise, and then try some 
narrow oval drills. Make about 184 to 208 ovals to the 
minute. The capital form is always used for J as a pronoun. 


+ Paci 
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so we must try to make it well. 

Study this form, and when you can shut your eyes and 
still “see” it quite plainly, try writing a line of I’s. Count 
1, 2, dot. Metr. 184-208. Bell 4. Rate 40 to 50 letters per 
minute. 


ie 


53 Supplementary Words : ay, 


Study the form of letters and connecting strokes in these 
words, Compare your writing with that in the Manual. 
Notice how the J is joined to » in the word In. Make a dis- 
tinct pause at the extreme left of the J, and swing to the top 


—_oOoOoOoO 


Me OE OY 


The first drill shown here will help you with the start- 
ing stroke and top loop of the J. Commence below the base- 
line with a flying start and carry the pen to the upper line 
as though you were going to make a right oval, but mmstead 
of completing the oval take a short cut back to the baseline 


Se ee 


of the m with a double curve. Write the sentence about three 
times in each line across the page. Turn to page 30 and read 
again the rule regarding spacing, and apply that rule in the 
writing of this sentence. Use a gliding, rhythmic movement. 


Aha 


bringing the down stroke on the main slant. Count J, 2, or 
curve, slant. 

The second drill on this line consists of sliding up and 
down the back of the J to develop a well-shaped letter. Count 
7. Metr, 184-208. Flying start and finish. 


DESIRE good handwriting. This will help you to ACQUIRE it. 
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Examine it in detail before leftward, and the finishing stroke crosses the downward mate 

on the baseline, and then curves rightward. Of course, you « 
will not get all these points perfect, but do the best you ean - “> 
If you study form, and practise faithfully, the results are 
bound to be good. Make a few imaginary forms in the air -- B 
and then try a few lines on paper. Count 3. Metr. 200. es ; 


Study the letter shown here. 
attempting to write it. Notice especially proportion, slant, 


starting and finishing strokes. Like all other capital letters, 
it is three-quarters of a space high, and like all lower loop 

capitals it extends one-half a space below the baseline. The 
starting stroke commences below the baseline RDS and 


ost Supplementary Words: a a peer ee | 


The In the supplementary words you will notice a new con- 

necting stroke—a double curve since the J ends with an over- 
turn and the next letter commences with a swing stroke. This 
is rather a difficult combination and requires much practice. 


ne 


Notice how nicely the J joins to the a in Jane 
finishing stroke of the J becomes the initial stroke of-the a 
Count J-a-n-e. Watch your spacing between letters and_ be- 


tween words. Finish the e properly. 


Practise paragraph writing with freedom. Correlate your wriling and spelling lessons 
See the next two pages. 


cbhoathy Athy dribble betters words, and 


Memorize this paragraph. Study letter formation and spacing. Then write it as rapidly as you can with a free, 
gliding movement. You should be able to write it at a satisfactory standard in about three minutes. 


ectlasy fron cation sacrifiw 


This is a list of words commonly misspelled. Practise writing the words which you find difficult to spell. 
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n ed A AO BL ge DT 
Study the large retraced form until you can visualize it, until you are satisfied you can make it well. Count 3. Metr. 
then look at the s natural size. In both the s and r the swing 184-208. Bell 4. Rate 45 to 55 letters per minute. Notice 
stroke is a little taller than the first stroke of the underswing the slant of this letter as shown by the dotted line in the 
minimum letters, but not so tall as in the ¢. Practise the s retraced form. It may be finished two ways as shown, 
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This is a nice rhythmic exercise and you can glide right bottom of the s. How long, how long do you stop at the 
along. Notice that-there are five letters in the group. This bottom of the s? Not long, but you stop every time at the 
will provide a change for you. Try to get the height, slant, bottom of the s. O why, O why, do you stop at the bottom 
and spacing uniform, and avoid making loops at the bottom. of the s? O, to close up, to close up, to close up, the bottom 
Try this rhythmic count: “O, glide, O, slide, O, stop, at the of the s.” 
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In writing the word sun make the s a little taller than Notice the height of the s in the supplementary words. Be 
the “ or the n. Watch the spacing and do not loop the s. very careful of this point. Practise several lines of each word, 


Remember the requisites of Good Writing—Legibility, Uniformity, Rapidity, and Ease. 4 : 
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_ The r is grouped with the s for several reasons. They and requires considerable practice. Count 1, and 2, 3. 
start and finish alike. They are the same height. In this 192. Bell 4. ae es ’ 
respect they stand alone. Each of them has a little retrace In the groups strive for uniformity in the three Ss. “Do i a8 
at.the top. Study the retraced form before writing the r. you remember what they are? Count 7, or swing, 2, swing, ; 


Note the slant of downward stroke 2. This is a difficult form 4, swing, 6, 7. : Pe, 
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= . In the word rare notice the height of the r’s. Watch slant, | will be writing the r in the middle and at the end of words. 
spacing, speed, and shift. In the supplementary words you Notice the double curve from m to o in more, 


This is an optional form of r, and is preferred by many of the n. It is not quite so high. Notice the retrace and 
" penmen because it is more rapid. Study it closely and prac- finish. Be sure to retrace this stroke, or it will look like a 
- - tise a The first stroke is almost the same as the first stroke v. Count 1, 2, or 1, and, 2. Practise the group drill. 


Always sit in a healthful position. Study the illustrations. 


o.. “2 
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This is a good movement word. Count m-i-r-r-o-r-, dot. | Watch the retrace in each r. Write the supplementary words. 


eae 


MAKING OF FIGURES. 


You were told in the early part of this Manual that one 
of the essentials of good writing is legibility. This applies 
to all work done in writing, but it is especially true of the 
making of figures, Even if a letter is sometimes poorly 
formed in a word, the reader can tell what it is by its con- 
text; that is, by the other letters in the same word, or by 
the words of the sentence. This is not true of figures. Hach 
figure stands by itself, and must be read by itself, and as 
figures are one of the most itnportant things in the business 
world, you will agree that it is very important for you to 
learn to make them well. 


Business people tell us that it is very important for their 


“Trifles make perfection, 
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employees to be good figure makers. You must devote, then, 
much time to the study and practice of figure formation. In 
all your figure practice, keep in mind these essentials :—(1) 
Legibility; (2) Rapidity; (8) Neatness; (4) Size. The only 
new point mentioned here is size. Most of the figuring in 
business life is done in small spaces, and we must learn to 
make small, neat figures. They must be quickly made and 
must be legible. Figures should be the same height as the 
minimum letters—or slightly higher, with the exception of the 
6, 7, and 9. These are a little longer as shown. 


After studying and practising the standard and optional 
forms here shown, use them in all figure work. These forms 
are simple and can be quickly made. 


but perfection is no trifle.” 


ee ee de i he _~ *, 
— << et a 1 5 

- 4 ~ - <' 

- 


7 
> 


Figure 7 is merely a short downward stroke on the main 
slant and standing on the baseline. Practise the push and 
pull exercise one space high, using a free, gliding movement. 
Try next a line or two of figures. Use a quick motion. Make 


© TITTLNMITA 
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figure 7 with a flying start, but a standing finish. Finish with 
the pen point on the baseline. Count 1. Take care to bring 
the downward stroke on the main slant. Make figures about 
one-third space high. 


P= OOOO 299722 29200 | 
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The 2 is the same height as the 7. The first form shown 
commences with a dot or check. Study the large, retraced 
form, and then practise making the figure. Count 1, 2, 3, 
or Dot, 2, 3. Make the finishing stroke as shown. Do not 


ee 


allow it to run along the baseline, for the 2 might then be 
confused with a 7. Study the optional form. It differs from 
the other form in having a little loop at the baseline and it 
finishes with a double curve. It cannot be made so quickly. 
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73 
The 3 starts the same as the 2, but finishes differently. _ shown on the above line. Count Dot, 2, 3. Standing star, 
It is developed from the right oval. Practise the exercises flying finish. Make figures neatly and carefully. 


2 fe) pple 
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Notice the slight double curve in the horizontal stroke of Examine closely the retraced form, then practise the figure. 
the 4 Practise the drills shown. In the lateral exercise Notice particularly the horizontal curved a the curved 
shown do not use wrist motion, but let the hand glide from finishing stroke, The horizontal line is bes aBNaNICE above 

’ mene the baseline, and has no loop at its junction with the first 
one down stroke to the next, with the whole forearm pivoting downward stroke. Raise the pen while in motion after com- 
on the muscular pad. Count 8. Metr. 184-208. pleting this stroke, and swing to the left, starting the last 
downward stroke with a simple curve, and finishing on the 
baseline with a standing finish. Notice that the second down- 
ward stroke is a little taller than the first one. Count 1, 2, 3. 


In the second exercise do not raise your pen at the end 
of the lateral stroke, but continue upward and leftward as 


shown, and finish on the baseline, with your pen on the Bell 4. Metr. 184-208. An optional form is shown in the 
paper. second line, 
40 
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Practise the horizontal right ovals as shown, for you will 


notice the lower part of the 5 is merely a flattened oval ex- 
tending well to the right side of the figure. 


In the next drill, start with a downward stroke on the 
main slant as if to make figure 1, but instead of carrying 
this stroke to the baseline, make a retraced horizontal oval. 
Notice that the greater part of this oval is to the right of the 
downward stroke. The horizontal stroke at the top and right 
is the last stroke made, and in this form is very slightly 


curved. Count 7. Metr. 184-208, 


Practise a few lines of 5’s, and compare your figures with 
those in the Manual. Be careful not to bring the first down 
stroke too near the baseline. Leave a distinct opening at 
the left of the oval. Join the finishing stroke to the starting 
stroke. Do not leave any gap. 


The horizontal stroke in the optional form is parallel to 
the baseline. In all other respects the two forms are similar. 


» lob hb b bo bh bo (eee: (cece lovee lecee) 
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- The 6 is taller than the Z, 2, or 3. Make it with a free, 
others. It consists of a down stroke starting on the main 
slant and curved at the baseline, finishing with a downward 
stroke completing a left oval. For the first drill Count 10, the 
first five counts being for the retraced drive and return, and 
five for the left oval. Do not lift the pen in going from the 


bbb bh G 6b bbb C6 bo Cb hobo 


first to the second part of this movement. 


The 6 is taller than the J, 2, or 3. Make it with a free, 
easy movement. Notice the graceful curve on the. rounded 
part. Close up this oval. The finishing stroke is downward. 
Count 1, 2. Metr. 184-208. Bell 8. 


41 


“aiid 


85 


- - ‘ Ca = 
> * . ~ 


OR i anne ee 


LiL TX PVA Fees 


PHLPFHA4ZT 77 7PDIDIP PIP 7P PPP I77 7777 


The 7 and 9 are the only two of the figures that extend 
below the baseline. You will notice in the first form of 7 
shown, that the horizontal curve is much the same as the 
corresponding stroke in 4 Practise the first exercise shown 
in the line above. The second drill gives further practice for 
this curved stroke. 


Examine closely the large 7 shown here. It has a check 
starting stroke, followed by a horizontal double curve and 
finishes below the baseline with a standing finish. This 
downward stroke is on the main slant. Count 1, 2, 8, or 
Check, 2, 8. The optional form has no double curve. Count 
1, 2. In making this form do not round it out too much. 
Finish with the pen on the paper. 
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The figure 8 is composed of two compound curves. The 
first stroke in making this letter should be towards the left. 
Do not make it backwards. Practise the double loop exer- 
cise. Notice the slant. Both loops are about the same size. 


Count 8 Metr. 176-200. 
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Pay particular attention to the curves of the 8. Notice 
the direction of the starting and finishing strokes. Count 
1, 2. Flying start and finish. Metr. 176-208, Bell 8. 

Wherein does the optional form differ from the first one 


shown? Use the form you prefer. 


| i ee ae Saale Cie 
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The 9 extends below the baseline the same distance as 
the 7. The first stroke resembles the a and the down stroke 
is on the main slant with a standing finish. Count 10 for the 
first drill, changing from the oval to the push and pull on 6. 
For the second drill Count 7, 1, for the oval part, and the 
remaining 6 for the retrace. 


The figure 0 is the same as the body of a small o. Make 
it with a quick oval motion. Flying start, standing finish. Be 


Jy STS SS ar aaa aa em aah 


Plan practice work 
for yourself, taking care to use all the different figures. Pay 
special attention to the ones which you find most difficult. 
Keep in mind throughout your practice that figure work 


Practise all the figures as shown. 
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The large figure will show you the form of the 9. It is 
the same height as the 2 or 3. The a part of it does not rest 
on the baseline. The downward stroke finishes below the 
baseline with a standing finish. Be sure to close this figure 
at the top. Count 1, 2. Metr. 176-208. Beli 8. 


OE 0, OS OGOT OO: OPO FOO OO) OL FO ane 


sure to close it at the top. Do not leave any gap there. The 
0 is the same height as the 9. Count 1, 2. Metr. 184-208, 


LBP LOB G Sok ee 


should be legible, rapid, small, and neatly done. Care must 
be taken, however, not to make figures too small or they 
will not be legible. Increase your speed until you can write 
at the rate of 85 to 110 figures per minute. 


Figures should be written quickly and accurately. Use a free, rhythmic movement. 


43 


93 


PIF MS E6792 
Bf dk G9 4 APHAS 
EPG ANF aL FG a 
BGG APF ST 
CF AOS o7FgGO 


In making columns of figures for addition, etc., it is 
essential that the alignment be correct. 
develop proper alignment is to turn your paper sideways 


A good way to 
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and write columns of figures using the ruling of your paper 
as a guide. Put plenty of dash in your figure practice. Aim 
to develop speed without sacrificing form. : 


OVAL CAPITALS—COMPOUND CURVE GROUP—D, L. 


To-day’s lesson is on the last group of the oval letters. 
The D and ZL are purposely left till the last of the group 
because they involve a new principle—the compound curve, 
Study the D and pick out two compound curves. Try this 
double loop exercise, making it at first about one space in 
height, then smaller as shown. Commence with a flying start 


at the point and in the direction shown above. Be very care- 
ful to avoid separate wrist motion in this drill. Endeavour 
to produce good double curves, with the tops as well rounded 
as the bottoms. After trying a few, turn your paper upside 
down and see if their appearance is the same. It should he, 
Count 8 Flying start and finish. 


Practise penmanship in your spare moments. 
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_ here are two good specific movement drills in this line. 3, 4, 5, 6, the left oval, and 7 the finishing stroke. Flying : 
The first one will help to develop an oval-shaped body to the start and finish. Metr, 184-028. Height one space. a 

letter, and a graceful finishing stroke. The second one will For the second drill Count 2. Make the down strokes ‘ 
develop two good double curves, and a horizontal loop. For light. Try to make a loop as shown in the line above. The be 
the first drill Count 7. I and 2 are the double curve strokes, nearer you make it to the horizontal the better it will look. -* 
i, 
mg 
; 
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Study the retraced form before trying the letter. This , mecessary to give a pleasing appearance to the D. Finish like 
is a graceful form of D and is not very difficult to make. the O or C. 


5 = - Let us remind you again about your position, your pen- 
. Count 3. Metr. 184-208. Bell 4. Rate 45 to 60 per minute. holding, the angle of your paper on the desk, the direction 


Make a few and compare your forms with those in the of your downward strokes, the placing of your left hand, the 
Manual. Criticize your work carefully, and then just as zeal- elevation of your wrist, and last, but not least, the movement 
ously try to correct your errors. A good finishing stroke is of your arm on the muscle of the forearm. 


98 Wee ee Sa ee Pave. 
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4 
Look carefully at these words. Use a free, easy move- se form good? Watch the finishing strokes of the D’s and 
: e n. 
ment. Try a speed test and see how many times you can write | _ In the supplementary words, notice the method of join- 
this name ina minute. Can you write it eight times and keep | ing the D to the o. 
Use Arm Movement in all your written work. 
— 45 


100 
The L is a twin brother of the D. They each have two exercises across the page. Count 7 for the ovals, and 6 for 
double curves and a flying start and finish. The same general each of the loops. Notice the slant of the ovals and the 
_Mmovement exercises will do for both, but this drill gives you shape of the loops. Use arm movement and a light touch. 
a little variety. Alternate the left oval and double loop Write on both points of the pen nib. 
a I] 
Va 
Three good specific drills are shown in this line, Study Count 7, bring your pen to the left, form a horizontal loop 
them and see the development of LZ. Then try the first one. and finish with a double curve below the baseline on 8. 
Notice that the same starting stroke is used in all. The first Aim to get a well-shaped loop on 7, and a free flying finish 
one helps to develop a good start and a nice loop at the top. on 8 The main purpose of this last drill is to help develop a 
Oount 7. Metr. 184-208. good horizontal loop and a free finishing stroke. Count 9. 
In the second drill, instead of swinging to the right on Metr. 184-208. 


v l 
és SL LL 
Study the retraced form. Notice particularly the start- way between the lines, Count 8. Metr. 184-208. Bell 4. 
ing and finishing strokes, the double curves, and the small Rate 45 to 55 letters per minute. This is a splendid move- 
horizontal loop. The starting stroke commences about half- ment letter and you should practise it often. 
Bend the thumb. Keep the thumb still. Glide on the last two finger nails 
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$3 Here is an easy word to write—Lena, Start and finish 
_ with arm movement. See all the double curves. Count them. 


a, Bring the swing stroke in the a well up. Count L-e-n-a. 


Move your paper leftward as you write across the eae 
This is a suitable word for a speed test. Can you write it 
twenty times a minute and do it well? 


Eee A oe 


Count 3 for these forms of L. After making the dot or loop, bring the pen upward and leftward. 
Ee ee SBLALPL DLS 


- Practise the D and L alternately. Make both the same | each. Each letter should be made with a “flying” start and — 
height—about three-quarters of a space. Count 1, 2, 3, for a “flying” finish. Make good double curves. 


Do your best writmg m every piece of written work you do. Your penmanship will steadily 
improve. Always think good writing. Be optimistic. “Day by Day in Every Way My Writing is 
Getting Better and Better.” 
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MINIMUM LETTERS—~, w, z. { correct height. Compare the v with ‘the b and w. 7 
Try these exercises. The first stroke of the v is the same 
ea TZ The v and w are much alike. Study them and see points as in the n and m. For the first drill Count 7, pausing slightly _ 
of similarity. Notice the retrace, which enables you to join _ at 6 after making the retrace. The second drill gives a in 
Ee Says a 0 to a succeeding letter with a proper curve and: at the practice on the retrace. Count 7. Metr. TER ATE,, 


Study the retraced form. There is no pause in the motion exercise. Use a gliding motion and aim at uniformity. Strive 
_ of the pen until you are commencing the finishing stroke. to produce a double curve in swinging from one letter to . 
—Vount I, 2, 3, or I, and, 2, 3. Make a slight pause between the other. In order to do this you must retrace each time 
the second and third counts. Metr. 176-200. Bell 4. ; and make a very slight pause before swinging over to the 


This is a good movement | next letter. Count 7: , a 


Now try the v in groups. 


* 2 
~ 110 Supplementary Words :-— —-§ 2-242 p24 C 72 4/ LACKEY OE 
| Be careful of the starting and finishing strokes in words. the three downward strokes of the m should all be parallel, — 
There is a simple curve between the v and i and a compound Count v-i-m, dot, Write at least one line of ea h supplemen- 
=. 


curve between the i and m. The downward stroke of the ¢ and tary word, . ... saad he — 
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The w commences with a short underswing, but ends the 
same as v. A good movement drill is here shown. Keep 
tops pointed, but bottoms rounded as in the letter. Try this 
drill one space high, then reduce to about one-half space. 


Gaul 8 Se aes 
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Count 8—with a slight pause at 7, the bottom of the retraced 
line. Metr. 184-208. Notice the w enclosed in dotted lines in 
the plate. If you have much difficulty with the retrace, try 
the exercise shown at the end of line 107. 
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Can you see part of the v in the w? Study the retraced 
form. Flying start, flying finish. Count 4. Metr. 184-208. 
Do not use the bell. Try to make the spaces between the down 
strokes about the same width. 


Keep the wrist up and the hand gliding on the finger 

nails. See that your penholder is held loosely—not too near 

, the point. In what direction is it pointing? Are both points 
of the pen nib on the paper? Keep your head erect and your 
shoulders well back, for you want to develop good sound 

lungs as well as good writing. Let your feet rest flat on the 


floor and some distance apart. Do not be offended because 
these points are repeated, for children (and adults also) are 
apt to forget. Did you ever hear the definition the small 
boy gave for the word “memory”? He said, “Our memory 
is what we forget with.” 


Write the win groups. Count 1 to 10, or I, 2, 3, swing, 
4, 5, swing, 6, 7, swing. Metr. 184-200. Select the best form 
you have made with arm movement. Compare! Criticise! 
Correct! 
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Try a few lines of each word. Watch commencing and the retrace in each zw. Practise word and sentence writing. 


finishing strokes and curves between letters. Be careful of Strive for uniformity of size, slant, and spacing. 


Keep the fingers of your right hand together while writing 
49 


Try these drills one-half space high. Watch starting and_ 7 
‘mences and ends like n and m. Try the first drill shown in finishing strokes. The second drill on this line is a review os 
this line. Count 12. Metr. 184-208. Move your paper to the of the first part of the nm. In the third one notice how the ' 
left after each 12 counts so that the slant will be uniform. _ downward stroke finishes towards the left. 


This is the last of the minimum letters. The x com- 


* 
7 
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‘ 
Study the retraced form. Bring the first downward stroke 


_ slightly to the left to leave a gap as shown. Do not curve it 
too much. Standing finish. The second half has a flying 


start and finish. Count 1, 2—3, 4. Metr. 184-208. Bell 4. ea 
Lift the pen at 2 and commence the downward st.oke on 3 
Count 8 for the group drill. Watch the spacing : 
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In the word siw, make the s slightly higher than each of bottom of the next stroke is nicely rounded. Use a free glid- 

the other two letters. Pause at the bottom of the first down- ing movement. An optional form of « is shown on the ‘ast 

ward stroke of the » and curve it slightly back. See that the line. It must be carefully made, Count A wie 


* 
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For underswing brothers, 
We've now travelled far, 

And first among others 
‘Are P, B, and R. 


Let us return to the capital letters for a few lessons. 
You will remember that we completed the oval and double 
curve groups QO, C, 4, H, I, J, D, L. Today you meet the 
first of the underswing family of capitals—the P, B, and R. 
The other members are S, G, T, and F. 


Study this form. Flying start, flying finish. Count 1, 2, 3. 
Metr. 184-208. Bell 4 Rate 45 to 60 per minute. The first 


DODD EPPO L 


Spend a few minutes on the right oval to-day, for the 
P is developed from this drill. There is always a temptation 
to spend more time on the left oval, but do not forget that 
many of the letters are right-oval ones, and so require much 
right-oval practice. 


Try this specific movement drill. Count 7, Then try the 
one shown on the second half of the line. The upper part is 4 
horizontal oval and about one-half space deep. Count 7. 
Metr. 184-208. 


PP PPP PLP LPP AP 


stroke should be an underswing—not an oblique line. The 
starting stroke is only one-half space high. 


123 BE es eee VEIL PILELIL’ See ae 2 
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This is an easy word to write. See how fast you can 
write it without scribbling. Keep all downward strokes on 


the main slant. Try the other words. These give variety and 
| practice in different combinations of letters. 
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2d Le 
The B is a P with an extra curve end dot added, See you say dot. 
line 125. The loop made where the two horizontal ovals The second drill on this line helps to develop a good loop. 
overlap is about the centre. Use a free movement. Watch Count 1, 2, 8, 4, &, 6, 7, dot. Fon the next exercise, Count 
the swing start, the centre loop, and the dot finish—that is, 1, 2, 3, 4, 5, 6, 7, 8, dot. The last exercise will help you to 
finish with the pen on the paper making a slight pressure as make the finishing stroke correctly. Count 1, 2, 8, 4, 5, 6, 7, dot. - 


. eo Se ee 


After a close examination of the retraced B shown here, try to correct them. Patience and perseverance are sure to 
make a few and then examine your work critically. Compare win in the end. Count 1, 2, 3, 4, dot; or swing, down, loop, 
your letters with those in the Manual. Find your errors and round, dot. Metr. 138-184. 


128 (Save ae tL. Ps of Wipers gh At d at anit Lite 


Notice how the B is joined to the ¢ in Ben. You must the stroke leaves the B. The B is joined to the o and a with 
pause before swinging to the ¢ making a sharp angle where a double curve. Write with freedom. 


Do all your work neatly and carefully. 


qn 
to 


RRR GR 


the little horizontal loop at $ and the double curve stroke 4, 
Count 4. Metr. 160-184. Bell 4. Rate 40 to 45 letters per 
minute. Use a free movement and a light touch. 


Now that you have practised the P and B, you should 
be able to make a good R. Add a double curve finishing 
stroke to the P and finish below the baseline, as shown. See 


ee Lae Coe La ieee GORE Ee. 
° PPL .1 PBR 21 P20 


| letters of this group. Notice once more how very much alike 
| they are. Study and practise the different methods of finish- 
ing the B and the s. Use the one you prefer. 


Study the forms before you and write several lines, 
pausing quite frequently to criticise and correct. For the 
supplementary copy this time you have a review of the three 


a On this line are shown four different business forms of use them in your written work. Study them and decide for 
| P, B, and R. If you prefer them to the ones already shown, | yourself what specific movement exercises you should use to 
you should practise until you can make them well and then | develop these forms. Aim for legibility and beauty. 


: 
’ All optional forms should be studied closely. Practise the form you like best. 
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13 + ve 
sg asia G are also ateodicte capitals, Notice how much Bell 4. Rate 45 to 50 letters per minute. 
ai they are. Study the large form of S. Notice the tall Study the two other forms of S. The first is useful f 
_ underswing, the same as in P, B, and R. See the double curve connecting the S with a small letter, and the second is a i ; 
crossing the underswing and meeting it again at 3. able form to use when the § stands alone as in initials. Prac- 
_ Write the S with freedom. Count 1, 2, 8. Metr. 184-200. tise these forms and use the one you prefer. 


Study the forms of § in these words. Pause briefly at | letter. Strive for uniformity of size, slant, and spacing in 


end of the second count of the § before swinging to the next sentence writing, Use a free movement. 4 
~e 
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oa ; Wes 8 fe “nation and grabily ofp hime: — 


Study the spacing in this sentence. A good quality of | free, gliding movement. Letter formation is improved | es 
line is obtained by using a medium-pointed pen nib and a study and practice. There is no ae road to good writing, 


watts 
ara’ 


4 STUDY the forms in this Manual. Do not COPY them. 
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- 2 7 : : 
‘The first stroke in the G is the same as the first stroke swinging motion, letting the hand glide freely on the s a7 


hm. the S—a tall underswing. The top is part of a left oval Hold the pen lightly, not tightly, and keep your fingers to- 
and the bottom is the reverse or right oval. After you have gether. Does your work show imp rovement? When Bee have aM 
9 i mastered this form of G try the other ones shown in the = = 


“studied the large form try it on paper. Count 1, 2, 3, dot. line. Read again the directions given for the optional forms — ae! 
— Metr. 192-208. Bell 4. Rate 40 to 50 per minute. Use a of S. am 7 


a i re 2 :. 
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Go and Gain. The form of ¢ used in this sentence is fully 
explained on page 57. It is one-half space high. 


Study a aearirechne curves in these words. Notice the 
¥, simple curve from G to e, r and wu, and the double curves in 


oa a a ge | a Lae be by 


HALF-SPACE SMALL LETTERS—+ and d. half a space high—the same height as the d and p. Try the 
Po, We now return to small letters. The t is an underswing exercises shown here. Study the ¢ and you will see the need 
letter. for these drills. In the third exercise, let the downward 
ey Do you remember anything peculiar about the height of stroke retrace the underswing about half-way. Make a stand- - *j 


“thew underswing i in the r and s? This stroke in the ¢ is one- ing finish. Count 7 for the last drill. 


> Use a medium-pointed steel pen nib in your writing practice. Keep it clean and bright. 
: cy : 7 ; 55 
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Study the large retraced form of ¢. Try it with a dry 
pen over the form before you attempt to write it. 


Sit in the correct writing position, Place your arms and 
paper correctly. Use the muscle of the forearm as a pad. 
Write a line and then stop to criticise your work. There is 
no royal road to Good Writing. It means much study and 
diligent practice for us all. 


Count 1, 2, 8, cross. Metr. 184-208. Flying start and 
finish with a light stroke for the cross. Make this cross stroke 
a short horizontal line bisected by the stem of the letter. 


Place it nearer the top of the letter than the bottom—about 
three-fourths of the way up. Do not make the ¢ more than 
one-half space high. For the group drill, count 1, 2, 8, 4, 5, 6, 
7, cross, cross, cross, Strive for uniformity in the three S’s. 


Watch your finishing strokes. Check the motion slightly 
at the baseline each time in order to secure correct slant 
for the ¢, 


The cross of the ¢ 

Is bisected, you see, 

Flying start to the right 

At three-quarters the height. 


M3 Xe. Cer err, lew’ wen ren 410, 
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We shall commence our word practice with a simple 
thythmic word—ten. Join t to e with a simple curve and 
use a double curve from e to n. The ¢ is twice as high as 
the e or n. Count, t-e-n, cross. Write about eight words to 
a line, and at the rate of 25 to 30 words per minute. 

In the supplementary word writing, your attention is 


called to the curves between the letters. Study before at- 
tempting to write—then write without looking at the Manual. 
What do you notice about the height of r, #, e, and s, in rates? 
Draw a line along the top of the a and e and another over the 
r and s. Is the ¢ higher than either of these lines? It 
should be. Practise sentence and paragraph writing. 


Watch starting and finishing strokes of all letters. 
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i cae Sy Sao may Ay Bae 2 a i YS | 
r This is called “final” ¢. It is easily and quickly made and first two strokes are the same as in the other form of ¢, but 
1 is a form much used by the best penmen when it is the last the last one is an overturn, not an underswing. Use a flying 

letter in a word. Study the large form. Count 1, 2, 3. finish, rightward and downward. Do not retrace, but swing 

Metr. 184-208. Rate 60 to 80 per minute. Notice that the away from the downward stroke. 


Bay Sepprppitary, Words -— SZ Wth-_1t- CAA 22108 


The capital S is three-fourths of a space high. What is movement. Count S, t, dot—the dot being the count for the 
the height of the t? Be careful of this difference in height period. 
when you write this word. You will be using this abbre- 
viation quite often. Check the motion of the pen at the Try a few lines of the supplementary words. Compare 
extreme left of the S, then swing to the ¢, using a light, free the swing from J to t with the corresponding stroke in St. 
148 CEE IE ee ee LT ee 


sentence, and write it in your best form. This is a good write this line in a minute. Endeavor to produce a good 


Study carefully all the letters and joining strokes in this lowing it? Time yourself and see how many times you can 
sentence exercise, and it is also good advice. Are you fol- | torm and use a free movement. 


Train well the hand and teach the eye to see. 


on 
~I 
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If you put an extra piece to the down stroke of an a, Next try the movement drill. Swing the overturn well 
you have a d. The d is one-half a space high—the same 
height as the t and p, Try writing a few a’s. Watch the 
downward retraced part. 


to the right so that there will be no gap at the point shown 
by the arrow. This would make the d look like ct. 


150 
Hehe pl yl pl wld pH OU) PELL 
Compare the d with a and t. Study carefully. Count 1, the d’s. Are there three a’s left? 
and 2,8. Metr. 160-184. Bell 4. Rate 40 to 45 per minute. Look closely at d 
Be careful of the start, the height, and the finish. And an a you will find. 
In the group drill, use a good movement, and aim for Put a cross and you'll see 
the three S’s. Count 7. Metr. 160-184, Cover the stems of That a ¢ is combined. 


i et ad a ad ad A wae ee 
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See the three a’s in dad. Watch the height of the d’s. | words. Making them distinctive will go a long way towards 
Notice the simple and double curves in the supplementary | making your writing attractive. It is well worth while. 
F oi 
Try this form of d. Do not leave a gap at the top of the | downward and to the right. Use this form at the end of a 
“a” part. Finish below the baseline with a flying finish | word only, Count 1, 2, 8, Metr, 184-208. Bell 4. 
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This lesson introduces the tall underswing small letters. 
They are also called the upper loop letters. They are all the 
same height as the capitals—three-quarters of a space. Spend 
a short time practising the two-space compact oval, and push 
and pull drills, for these upper loop letters require a very 


Study this letter closely. Note the proportions. See 
where the downward stroke crosses the tall underswing. 
Notice the i in J, The loop is twice as long as the i, and the 
whole letter is three-fourths of a space high. Avoid making 
a sharp angle at the base, and yet do not put too much curve 


Study the curves between letters and the height of the 
letters in the word late. Write this word about eight times 
to a line, and about 20 to 25 times a minute. Be careful to 


UPPER LOOP LETTERS—1I, h, k, b. 


LD fed of Af Le 


free movement. 

Spend some time on these exercises, particularly the last 
one, for it helps develop a downward main-slant stroke, thus 
preventing too much of a rounded effect. Count 7. Metr. 
184-208. 


on your downward stroke. Count 1, 2, 8. Metr. 184-208. 
Bell 4. Rate 45 to 55 per minute. Finish the J with a short 
underswing. For the group drill, count 7. Metr. 184-208. 
Cover the loops of the letters. Are there three i’s left? Use 
a free movement and the form will continue to improve. 


meee 2 2 bate, Late Late bate 
157 Supplementary Words :— jose aw A) Peed BOE pe 


avoid the use of much finger movement. Perhaps we all 
reach for the J just a wee bit with our fingers, but the less 
we do of that the better. Let the hand glide on the nails. 
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Write the sentence across the page, swinging right from | of the next, Say the letters as you write the word. _Remem 7 ‘ 
_ the finishing stroke of one letter to the commencing stroke | ber the spacing rule. Apply it here. u 
m= Z b ee, 
a a LIPPVLY VIVE 
irae, 
: \ ic eee 
i. The h is a combination of J and n. In the loop exercise | the last drill, try to have all tops rounded and bottoms sharp 
a see that the lines cross in the right place—look for the i. In without a loop or a retrace. Watch the finishing stroke. 
: . 
160 
be a4 
- 7 
Note carefully the slant, height, and proportions of the Do not let your wrist droop nor your hand lie over on 
h. It is the same height as the J, and has a similar starting its side. Count 1, 2, 8. Metr. 160-184, Bell 4. Rate 40 to 
and finishing stroke. Notice that the downward strokes are 45 letters per minute. In the group exercise strive as usual 
parallel. The form looks very bad if the second downward for freedom and form. Study the copy above. Make a line 
stroke is not on the main slant. In making this letter you or two, then stop and examine the form closely. See where 
must use a very free, elastic motion. The lines will be shaky you need to improve the form or slant. Count 7. Metr. 
and tremulous if you use much finger movement. 160-184. “ . 
Push and pull and practise penmanship. 
60 
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Here is a very common word. See how quickly you can 
write a line without sacrificing form. The three letters are 
all different in height. Commence the ¢ on the baseline with 
a free underswing, and finish the e with freedom, at the 
proper height. Watch the retrace in ¢t and place the cross 


163 ) : 


This lesson brings us to another member of the tall, under- 
swing family. Compare it with / and h. You will notice quite 
a difference between the k and the h. After a “limbering up” 


164 


You can form a good mental picture of the k by study- 
ing closely the large, retraced form. This letter requires much 
practice. There are two slight checks in the motion when 
writing the k. These are indicated by arrows in the large 


te te te te 


correctly, Do not make it too long. Count t, h, e—crcss. 


In the supplementary words you will find the A at the 
first and the last of words. Notice the curve from h to o in 
home. 


te Ae te Ae 


on a two-space movement drill, try the specific exercises shown 
above. For the second one, count 7, retracing on 8, 4, 5, and 6, 
and finishing upward and leftward on 7, 


dette Aedede 


form above. Sce that the first two lines cross at the proper 
point. Count 7, 2, and 8. Metr. 120-144. Rate 80 to 86 per 
minute, Try writing groups of three or four to develop 
freedom. 


Patience and perseverance are sure to win. 6] 


. ai a ° : : — e748, —* TT, ay © us ne a Le eS ee 
165 VES ye Lake Lake See wee sy. Lah 
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for you later on, so just keep on practising and smiling. To 
excel in anything requires concentration and effort. This is 
true of writing. Do you not think so? 


There are some difficult words in this lesson, but you are 
anxious to learn to write all letters and words well. Be patient 
and persevere and you will win. We have some easy lessons 


167 Sg a ee ee Sp Doe 3G 


Study this sentence before attempting to write it. Do doing your best writing in the spelling and other lessons? 
your best to follow the advice it gives. If so, you will not regret it. Remember that anything worth 

You must think and act Good Writing in all written doing is worth doing well. Try a few lines of the copy shown 
wore, not in the writing lesson only. ‘That is: the ‘way’ to above. Aim to make all loop letters the same height. 


bring your penmanship up to certificate standard. Are you 


« CUD _/ f_/ tbenebur 


The b is the last letter in this group, It is made up of | In the last one, the / stroke is used first, then a movement 


parts of two other letters. Name them. Try these exercises. drill, ending with a retrace, as shown. 


Plan your work. Work your plan. 
62 


The points to notice most carefully in the 6 are the Strive for freedom of movement and for uniformity in — ; 
a long loop, the rounded base, and the retraced portion. By the group drill. Count 1, 2, 8, 4, 5, 6, 7, checking the motion | 


_ retracing a small way down it enables you to join the to the slightly at the bottom of each retraced stroke, on counts 

4 2 next letter with a proper curve, and at the proper height. | 2, 4, and 6. Notice the graceful swing from one letter to the © 

Count 1, 2, 8. Metr. 160-184. Rate 40 to 45 per minute. other. . 
age : 


Pre 
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In the word but we have two simple curves as connect- A study of the h will tell 
ing strokes. Keep the ¢ shorter than the b. Write about It’s just made up of n and I. 
25 to 80 words per minute, Study the connecting strokes in Need Sete oe 

= the supplementary words before writing them. Always pause ? 

slightly at the bottom of the retrace, not at the top. 

= : In letters 1, h, k, and 6, 

- : A starting underswing you'll see. : 
The J contains a little i, + 
But make it just three times as high. : 


eset ht 3 


ee —— on 


And 6 is what you'll surely see. 
The hard one by itself must stay, 
And this is where we place the k. on 


UNDERSWING CAPITALS—T. F. : F 


. This lesson brings us back to the underswing family of | use. We have selected one that is easy to make and has a 
i eee letters. There are many forms of T and F in common good appearance. Try the drills shown here. 


oo « 
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PG GS Go ND) a ee 
e a? Study the large form. Notice the double curve downward top and the stem. Count 1, 2—3, 4, with a slight pause at 2 
r tb stroke ending in a dot. The top consists of a small right oval Always make the bottom part first. Try the other forms a 
= _ and a double curve flying finish. Leave a space between the select the one you prefer. - 


16 Dry is aaked sate yo wae Ly 


a 
the next letter. Before writing this sentence, study and prac- | 
tise the letter p. Aim for uniformity of size, slant, and 
spacing. Glide on the finger nails. 


» 

Study the method of joining the T to the next letter. 
The same method was shown in the S and G. Pause briefly 
at the extreme left of the first stroke, then swing through to 


Use Arm Movement. Do not “wiggle” your fingers. 
64 
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‘Very little additional instruction need be given on the | way up the stem. Count 5. Metr. 168-208. Bell 6. Rate 
_F. Add a horizontal stroke to the T about two-thirds of the | 28 to 35 per minute. Select the form you prefer. 
a“, - ‘ 


A 
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capital letters three-quarters of a space high. Use arm — 
movement. 


Study and practise these words, then write sentences con- 
taining capital F. Always commence the succeeding letter 
close to the F. This rule applies also to the 7. Make ali 


' 


at LOWER-LOOP SMALL LETTERS—j, 9, y, 2 b, @ fF. 


4 We now return to the small letters. These constitute the downward stroke on the main slant. Round it nicely at the 
—_ lower-loop family. They all have loops below the baseline. bottom, but do not curve the downward stroke to the left. 
, Be careful of position, The finishing stroke crosses at the baseline. Flying start and 


These loops extend one-half a space. 


-_ penholding, and movement. This drill is given to develop a flying finish. Count 7. 
aos 65 
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Study the large form, then try a line of Se JCOUMbIL 2 ss 


dot. Metr. 160-184. Bell 4. Rate 40 to 45 per minute. 
Place the dot in line with the downward stroke, Notice the 


double curves in the group drill. Count 1, 2, 8, 4 5, 6, 7, dot, 
dot, dot. Do not turn your wrist in this exercise, but use a 
lateral motion of the arm. 


182 tee S apes ce S cases aii 5 ee 
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You will find this an easy word to write. Count j-a-m, 
dot. Write it about 8 times to the line, and about 25 to 
30 times to the minute. 


184 7 caine os 
The g is another lower-loop letter. Can you see the j 


in it? What other letter do you see in the g? Practise the 
a and j separately, then try the last drill shown. on this 


In the supplementary words will be found simple and 
double curves. The latter are more difficult and require more 
practice. 


Y Selec : 
plate. You know its purpose. Count 7. Metr. 184-208. Read 


again the instructions given for the corresponding drill in the 
lesson on 7. Close the a part at the top. 


Use a coarse pen nib if you prefer heavier lines. Do not press on the penholder. 
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| ” for the group drill. Make the loop rounded at the bottom, vs +h 
i @ 


7%, 


; » 
ox! Study closely the large form. How high should the a part 
‘of the g be? How far should the lower loop extend? Count 
$. Meir. 160-184. Bell 4. Rate 40 to 45 per minute. Count 


ce 


te a 


ae 
x 


but keep the downward stroke on the main slant. This is a 
good movement drill. ; is ae 


| ct a OM ha 
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Ps 


ment, lifting your pen only to pass from one word to the 
next. Write about 8 words in a line, and 25 to 30 words ‘to 
the minute. Compare with the writing in the Manual, and.- 


See how freely the pen glides from letter to letter in 
this word. Try to develop uniformity in size, slant, and 


spacing. Move your paper to the left as you write across 
the page. Write this line right through with a free move- try again. Notice the method of joining g to e and /. : hae! 
¢ ly 
a9 ELLE 77 : ae ae 
188 5 ae 
Ss 3 The y is the third member of the lower-loop group. It rounded and do not retrace on the upward stroke. Pa 
commences like v and finishes like j. Practise as usual a The last drill shown on the line is a familiar one. Do not i 
__ two-space drill, at the beginning of this lesson. A push-and- practise aimlessly, but have a definite purpose in all your a 
pull exercise will help to develop a good downward stroke work. Do not be satisfied unless your writing shows improve- ~ 
for the y. P ment. If you study and practise faithfully, you are sure to OS, 
: the drills shown in the line above. Keep the tops succeed. Good writers are made, not born. 


_ ‘Try 
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Can you see the v and j in this large form? Notice the Bell 4, Rate 45 to 50 letters per minute. 
overturn stroke, the main slant downward stroke, the rounded Join the y’s nicely in the group drill. After making one 
turn at the bottom, and the finishing stroke crossing the or two lines of these groups, pause and criticise your work. 
downward stroke at the baseline. Count 8. Metr. 184-208. Look especially for the three $’s—Size, Slant, and Spacing. 


190 a OS Deck Faia: 5 Ape Greene 
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This is a word in common use. Try to write it well. all the good done in the movement drills. See how many 
Practise it across the page at a good speed—about 30 words times you can write it with one dip of ink. This will help to 
a minute. Never stop to draw the letters. That would undo develop a light touch and neat writing. 
aa | 
4 a 
The z is a lower-loop letter also. Notice that the down- making the lower loop. It is carried very slightly towards 
ward stroke is quite different from the others studied. The the left. Pause slightly at that point, and finish with a lower 
beginning stroke is the same as that used for the +. loop. Count 12. Metr. 184-208. Compare the overturn 
In the first drill of this lesson you will notice that the strokes in the latter part of the line. Make a few lines of 
strokes are the same as in the n, except the last one before each and note the contrast. 


Commence and finish all letters with care, 
68 
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The z extends one-half space below the line, and one- 
quarter space above. Count 3. Metr. 184-208. Rate 45 to 


Watch the initial stroke of the z in writing these words. 
Do not lift your pen while connecting letters. Be careful 
when joining z to 7 or u. What kind of a curve is used? 
Write a few lines of each word shown above. 

Sit in a healthful position, hold your pen lightly, keep 
wrist off the paper, and right elbow off the desk. Let the 
hand glide on the finger nails, and do not “wiggle” your 


| 
| 
} 


loop. 
high, Do you remember 


The p has also a lower 
in it is one-half a space 


The initial underswing stroke 
the other 


GIGIG FI FI FFF 


50 letters per minute. Try to make well rounded simple 
curves in connecting the z’s in the group drill. Count 7. 


| 
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thumb. Make sure that your paper is on the correct angle 
and move it towards the left as you write across the page. 
Use a blotter or spare sheet of paper under the finger nails 
when you near the bottom of the page. Use a gliding motion _ 
in all your writing, and see how your penmanship will im- 
prove. Always use a good pen nib and a well-shaped, well- 
balanced penholder. 


LA LUCE 


small letters with this half space underswing? Practise the 
drills shown in this line. Count 7. Metr. 184-208. 
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A E04 OOF OFF 


_This is the favourite form of p with the best penmen. | height of the underswing, and the open space marked x. Count 
Study very closely the large form. Watch particularly the 3. Metr. 184-208. Bell 4. Rate 40 to 45 letters per minute. 


aides Wore foc feer— tafe woxee/ 
0 fa fafa fo fiefs date) dat fat fod fpf 


See what a good swing you can develop in writing these 
words. Let the pen glide from one letter to the other. Make 


a longer upward swing for the p than for the other letters 
in the word. An optional form of p is shown here, 


201 Be nee end fierdeverarece lL, SJE . | 


This is a true statement. Have you developed patience 
and perseverance? If not, you will have difficulty in climb- 


ing the stairs to Good Writing. Write several lines of this 
sentence and see what improvement you can make. 


REVIEW OF LOWER-LOOP LETTERS. 


SOYG4F 4ILGK F44UVIF 
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RECREATION 


In nearly every line of activity there are times when 
we become tired of regular routine. Our work becomes mon- 
otonous, and we feel that we are not accomplishing as much 
as we should. At such times it might be well if we could lay 
aside our work for a few minutes, and take a little recreation. 
If such recreation will relieve the monotony and also help us 
with our regular task it will be beneficial. We must, of 


| 


| 


EXERCISES. 


course, guard against making these recreation exercises the 
end rather than the means. 

On this page is shown a suggestion for such exercises in 
Writing. It is not meant that you should merely copy the 
work shown here, but that you should modify it, and even 
originate other designs. 
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In Fig. 203 you will notice a convenient method of draft- 
ing out a design. It is advisable to use a pencil, ruler, and 
compass for making the framework, Make very light pencil 
lines. These may be erased after the design has been com- 
pleted. 


In Fig. 204 is shown a completed design which was done 
according to the plan here outlined. In doing this work: the 
two important things to be kept in mind are posture and 


- ¥, 
ay 2 


movement. Move your paper so that all the downward strokes _ 


come towards the centre of the body. Making these designs 
should help you to develop free arm movement and a light 
touch. In addition they provide a pleasant, interesting change 
from your ordinary writing work. If you work out an original 
idea which you think is a good one, have your teacher send 
your work to the Author. Use black ink for any work sent, 
so that it may be photo-engraved. Send your name, age, and 
grade, and the name of your teacher, school and province. 


- THE “LOOP-START” CA PITALS—M, 


Ny EL KW, hy. yee 


With today’s lesson we commence practice on a new group 
of capital letters—the loop-start group. This family includes 
MEH Kye WX, U, V, ¥, @, Z—eleven in all. They all 
commence with an indirect loop. After you have learned to 
make this loop well in one letter you can make it well in 
them all, This is a good drill to develop the loop start and 
downward stroke of the M. Study it closely. See that your 


pen is moving rightward and downward when it touches the 
paper. Retrace this loop counting 6, then swing well upward 
and to the right, bringing the downward stroke on the main 
slant with a space between the loop and the downward stroke. 
Try this drill several times across the line, making each one a 
little better than the preceding one. Then try the next drill 
shown. Count 2, Flying start, standing finish, Metr. 200. 


Are you helping to bring the High Honour Diploma to your class? 


72 


; 


hh. oS Dae “a we fy 7 7 as ae .% _ ae = 
, ; T a ov. we ie : is al - — te en ere | - 4s) ee 
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Now you are ready to try the M. Study the large form movement, you are ready to use pen and ink. 

very critically. Notice the loop start, the downward strokes, aes : a eee 
the retraces, the rounded tops, the slight curve towards the 40 prvi f, Gar above. Metr. 184-208. Rate 35 to a 
left in the last downward stroke, and the tapering finish below Pp * 
the baseline, and towards the right. When you understand Another method of ending the M is shown in the last 
exactly the motions your hand should make in writing this form. This form is often used when the M is followed by 
letter, shut your eyes and write a few imaginary large forms. a small letter. Take cu to have the last stroke nicely 

rounded at the baseline. Do not let it curve towards the left. 


If you can do this without any mental effort and with a free 


© Peary. Mary Mery Nery. Mary. Viary 


208 Supplementary Words : 


» WA AMM IM AR EAA AM 


ng M. Note the distinction times to a line, and at the rate of 20 to 25 words a minute. 


Notice the two ways of writi 
The optional form of M shown is made with a dot start. 


in the third downward stroke. Write the word Mary six 


a Vita tee syporcer ceo Ae bee EUR EI YS te 


ment, and with one dip of ink. In writing this sentence watch 


This is a good motto. It applies to all phases of your 
your spacing between letters and between words. 


work, Try to write this line throughout with arm move- 


Try to Win a MacLean Method Writing Certificate. 
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Notice the difference between the second stroke of the N | Two methods of ending the WV are shown in this line. Select 
and the second stroke of the M. The loop start is the same. for your use the one you prefer. Count 1, 2,3. Metr. 176-208. 


212 Ale. (OF Sere ery 7 (tite pee, Vina 
28 es. sage? Maraime . ibe es Yooh 


211 


_ In writing the word Nelson, keep N and |] the same | method of joining N and e in the second word. The a and o 
height, and the s a little taller than the e, 0, or n. Notice the | may be written without the overturn. 
214 LE ty A ae ett tt Crag. 
Your wrist should be high enough to slide over a blotting then do it. Never under any conditions say “I can’t,” for 
paper without touching it. Write this line once or twice “can’t” is dead and buried. 
cross the , with a good swing, then se and criticise 
ste ene, 5 » ae “The man who misses all the fun, 


your own work. Is it improving? If not, you must decide 


for yourself the reason. Decide also what you must do and Is he who says ‘It can’t be done’ ”, 


74. Patient Practice Produces Practical Penmen. 
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CX 


oy 


ES OD ODD D DDD oe 


They require no explanation, but it is 


Notice that the first stroke of the H is slightly different in the above plate. 


from that of the NV, and the M. The loop is similar, but the 
downward stroke curves slightly towards the left, instead of 
being on the main slant. Some good movement drills are shown 


difficult to resist the temptation to repeat once more—use arm 


movement. 
leftward curve of the down stroke. 


In the third and fourth lines notice the slight 
Pause on the baseline. 


/ vhs 
Study the large form of H. Notice the arrows and dotted | is a slight pause at the baseline. The pen is then carried to 
lines. After you have tried it a few times, compare the ones | the left, making a loop which touches the first downward stroke 
See wherein | and finishes upwards and to the left, crossing the second 


you have made with the ones in the Manual. : i 
they differ, and do your best to improve yours. You will 
notice that the second downward stroke of the H is the same 


downward stroke. Use a flying finish, It will not be at all 
serious if this loop should cross the first downward stroke of 


height as the first stroke. It is sometimes made a trifle higher. 
Notice the graceful curve at the top of this stroke. There 


the H for a short distance, but it should at least touch it. 
Count 4. Metr. 184-208. Bell 8. 
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ae ase 


_ Helen is an easy word to write. Study the form shown | ing stroke. Remember the advice given you some time 


above. Write a line of this word. See how many times you 
can write it in a minute. Watch the loop letters and the finish- 


. 


eS 


F v. ‘ ; P. oy % r= 
222 es a ; eee S pe 
a ee : fo eevelefed a Light b é ae e 


a e Study the sentence shown above, then write it. Use | arm movement and a light touch. Watch the spacing. birt 


G 
(O07 


The initial loop and first downward stroke of the K are 
identical with those of the N and M, Try the movement drills 


shown in this line. Study each one before you practise it 
Notice the starting loop and the standing finish. = 


= . 


* 
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Notice the similarity between K and H. The loop start 
and downward strokes are alike. The second downward 
strokes commence the same, but in the K a double curve is 
made with a small loop resting against the first downward 
stroke slightly above the centre. This stroke finishes down- 
ward with a double curve and flying finish. The lower part 


. BR RR Rem 


of the K is similar to the lower part of the R. Count 4. 
Metr. 184-208. Bell 6. Rest the hand on count 3 and com- 
mence the second downward stroke on 4, or set the bell at 3 
as for the H. Rate 80 to 35 per minute. Note the optiona! 
form. 


De nda ends Hane 


Practise the words shown. In writing Kamloops, notice | the relative heights of the letters K, J, 0, p, and s. 
= In writing this sentence, keep your mind on movement, | in writing this line. See if you can write it well four times 
position, Bee. form, and spacing. Take a speed test | a minute. Write as much as you can with one dip of ink. 


The WV is another loop-start capital. The first downward shown in this line. Make a standing Baath on the baseline 
‘stroke is the same as in H. Practise the movement drills in the last three drills. Use a gliding movement. 
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You will recognize this drill as almost identical with the higher. Count 7 for the retraced drill, and 2 for the latter 
one used for t. Notice, however, that the finishing stroke is one. Curve it nicely with a flying finish. There is no retrace. 


Y-U- UU YU-Y- 


Study the large retraced form. This is the form of at count 2. There should not be any retrace in any part of 
used by practically all the best penmen. There are no new this letter, neither should there be any loops, except the 
strokes.in it. It contains the loop-start stroke of the H and loop-start. Count 1, 2, 3, 4. Metr. 160-200. Bell 4. Rate 40 
X, to which is added a slightly modified final t. Makea pause to 50 letters per minute. Pause slightly at 2 and 3. 


« Tin geg. Virnipaeg Wernncpeg Yeinnipeeg 
932 Supplementary Words :— Le Wey Yewrt- 


Separate the letters well in writing Winnipeg. This is a the whole word. See that the lower loops are the same length 
difficult combination, Practice i-n-n-i separately, then write and that the p extends upwards one-half space. . 


All capital letters are the same height—three-quarters of a space. 
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993 i ee pppoe tow LE on eee a 
This is good advice. See that your body is in a good posi- | strokes, and spacing. See that you have enough ink on your 
tion while you write this sentence. Study form, connecting pen to write the sentence. Practise paragraph writing. 


2 a PD Vie ¢ é 2 
"(Wim Coewlooo6066 0 


The X is not difficult. The first stroke is the same as | down. The letter looks just the same. That will be a good 


that of W and H, and is just a large inverted 6. The other test for you to apply to your letter. Spend a few minutes on 
stroke is a large 6 right side up. Turn your book upside preliminary drills. 


6 Ne He Ho Ho He Xo Yo HEE 


Notice that the strokes of the X do not overlap but just discouraged do not let your teacher know it. Teachers have 
meet. You may not be able to get this correct at first, but enough troubles of their own. Count 1, 2, 3, 4. Metr. 184-208. 
you will gradually gain more control. If you ever become Bell 3. Rate 30 to 35 letters per minute. 


| but it is a difficult combination and does not look any better 
than the way it is written here. 


Who was Xerxes? Not many words commence with 
capital X. This capital may be joined to the succeeding lette: | 
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Font 0 a oe 
ees eee 
we wa ae, 
‘ ay ‘ 
es oH Sofie 
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his is a review of the first group of the Loop-Start | Capitals. Study and compare the forms “shown 


q n 
ty 


. 


FEU GFP GFF 


With today’s lesson we commence a study and practice one-quarter space, and that below is one-half space. Do not 


fe of the last of the small letters, g and f. Notice the lower make a loop before the swing finish. Count 3, Bell 4 or 
___ loops. They are the same in both letters. The q is an a with the letter, and 7 for the group drill. Metr. 160- 184. We hat if 
mae a a lower loop attached. The portion above the baseline is kind of a connecting curve is used in the group drill? ee 
eS re. =. 


ies. What letter always follows the q? This is an easy word | the supplementary words you will be writing q in ne: 
| to write. All the connecting strokes are simple curves. In | of a word, Notice the connecting curves, Le ae 


™ 
a vv 


Practise Penmanship in Proper Position. Pt oe 
80 + UT. eee 


Lead 
ee 


ee se re fe 


Stop and examine the form closely. Decide where you must 

improve. Each line should be a little better than the preced- 

This is the last of the small letters, Examine it very care- ing one. Count 1, and 2, 8. Metr. 160-184. Bell 4. Rate 

7 fully before trying to write it. Study the large form. Look 40 to 45 letters per minute. For the group drill, count 1 and 2, 

a for the /, the q, and the i. Study the proportions, the loops, $ and 4, 5 and 6,7. Keep the down strokes straight but nicely 
: 


and the starting and finishing strokes. Then try a line of f’s. rounded at the bottom—not angular. 


The word fluffy will require much practice, You may | easier practice, but return to the type word shown and do 
your best to write it well, using a gliding rhythmic movement. 


| 244 Supplementary Words : ofp ef tha pf 


have difficulty in writing it. Try the words, of and if for 
‘ F . : ~ If a v you apply, 
. Write this sentence. Notice that it says “careful prac I y 
tice.’ Careless practice is never of any value. It is only time ree Santee g 
wasted 
: And an h come to town. 
Make a loop to the right 
‘the lower loop ia you see And see q, as in quite. 
Are j, 9, y, %, and p. Now the only one left 
es te Ate Is the tallest—the f. 
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Examine closely the large form of U shown here, until 
you cun close your eyes and picture form and motion quite 
clearly, Make about a line of U’s the proper height—three- 
fourths of a space. Select the best form you have made and 
compare it with those in the Manual, Compare the loop start, 
the first downward stroke, and the finishing stroke. Try to 


4A4UAUCGC AE 


correct your errors, but never stop to draw the letter. Notice 
the last form in the line above. You will remember that finish- 
ing stroke, for it was given as an option in several letters which 
you have learned. In this form be careful not to make the last 
downward stroke angular at the bottom. Count 8. Metr. 
160-184, Bell 4. Rate 40 to 45 letters a minute. 


eS Metres Meee Mee ae a Up rers, Cees. | 


248 Supplementary Words :— Alrecht ae 


After you are able to make the letter U fairly well, prac- 
tise these words. Study the words before writing them and be 
quite sure as to how each stroke and curve is formed. Notice 
that the first n in Union commences on, or slightly below, the 


baseline, and very close to the last stroke of the U. In writ- 
ing a word, do not leave too much space between the downward 
stroke of the capital letter and the initial stroke of the smati 
letter. Write a few lines of each word. 


Try to improve your penmanship. Be your own competitor. 
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‘251 Supplementary Words .— 


Study the V. See the arrows, numbers, and dotted lines. 
Notice the starting loop, the large gap between this loop and 
the first down stroke, the rounded base, and the nicely curved 
finishing stroke. Notice that the space between the downward 
and upward strokes is a trifle narrower near the top than at the 
bottom. The upward stroke is curved slightly towards the left 


TUGCE CECH ae 


and then finishes to the right with a flying finish. This finish- 
ing stroke is not quite so high as the starting stroke. Write 
a line or two using arm movement and then stop to examine 
your work. If you are not satisfied with the result try again. 
Count 2. Metr. 188-168. Bell 8. Rate 45 to 55 per minute. 


a a ee 


Study the copy and then write this word about four times 
on each line. Do not look at the Manual until you have written 
Notice the four different 


your line, then stop and compare. 


Ce ae Wa 


heights of letters in Victoria—the minimum letters, the r, the 
t, and the V. See if you can write this word fifteen times 
a minute. Spend some time also on the supplementary words. 


252 Cerner ie a ety ee ee a, Si ee 


Write this line several times. 


Watch particularly the 
formation of the capital letters, and aim for uniformity in 


size, slant, and spacing of letters and words. You should be 
able to write this sentence 3 or 4 times per minute. 


83 


253 


What letters can you see in Y? You have already learned Keep the top of your desk clear of extra books, etc. Sit 
how to make these two letters, so you should not have much in correct writing position, and let your arm move on the 
difficulty with the Y. Try a two-space drill, then one or two muscular pad. 


lines of each of these one-space exercises, 


GYYYYYYYYYYY 


See the U and j in the Y. Keep the last downward stroke turn at the bottom. What other letters are as long as this 
of the Y straight, and finish it through the baseline with a fly- one? Try to keep the long stroke of this letter on the main 
ing finish, This letter extends three-quarters of a space above slant, just as you did the small f. Count 8. Metr. 160-184. 
and one-half a space below the baseline. Do not make a sharp Bell 4. Rate 40 to 45 per minute. 


255 Your Your Your Gower Your 
256 Supplementary Words :— Gate Garrow 


Try writing Your several times and see how well you can Y to e in year it is a double curve. This is more difficult, and 
do it. The curve from the Y to the 0 is a simple one, but from requires practice. Practise sentence and paragraph writing. 
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w Yorechel write unthe pusedomt 


In this sentence you will notice some difficult letter com- | closely your starting and ending strokes. Think of what you 
binations. Be careful in forming the loop letters. Watch are writing, and let the hand act it, 
258 O (MMM \LEPPrr2y, Oe BOR ae 


used, but you must learn to write it well. After your usual finishing stroke. Do not use any separate motion of the wrist 


This is the last letter but one. -It is not very commonly The last one is especially helpful in developing the double curve 
“work-out” on two-space exercises, try these movement drills. | in this exercise. Keep the top of this loop rounded. 
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00 eee 


The @ is shaped like a large 2, with a loop. Study the | curve flying finish below the baseline. There is no check in 


above form, then write it with arm movement. Watch particu- the motion throughout. Count 3. Metr. 200. Bell 4. Rate 50 
larly the loop-start, the loop at the baseline, and the double to 60 letters a minute. 


260 Le ee ee Bg ee BOs 25: 


261 Supplementary Words :— asLeceenek LIZ LES 


i Write several lines of the words shown here, The Q is | _ if you wish, but it is a rather difficult connecting stroke and 
always followed by u in a word. You may join these letters | does not look any better than the form shown here. 
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Write a few lines of this sentence and then try some of commence with Q. Study the finishing strokes of the words 
your own composition if you wish. Not very many words in this line. Say the letters silently as you write. 


This is the last lesson on individual letters. We have left | it purposely until the last, because the Z is very seldom used. 


IPL FE HHE 


Study the proportions of the Z. It is made without any . stroke at the baseline. Count 8. Metr. 160-200. Bell 4. 
check in the motion. The last stroke crosses the downward Rate 40 to 50 letters per minute, 


266 Supplementary Words :— V spies me 7 


There are not very many words commencing with z. pleted our lessons on the alphabet and figures. A few extra 
Try the ones shown here. In Zealand and Zeal a double lessons on useful, practical work in penmanship are given on 
curve is used in joining the Z to the e. We have now com- the following pages. 
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Mes PELE Recian! — Cednsuas, Bassa 


LOOKING AHEAD—A Lettér from the Author. 


“You have completed the lessons in this Senior Grade Manual. We shall not say that you 
. have completed your training in Penmanship, however. The Author hopes that you-will continue 
~ your penmanship practice, so that you may beconie more expert than you are now. , 


Perhaps you intend returning to Public School next year. If so, you will be using this. 
Manual as a.guide to your practice work in Penmanship. You will fnd material in it for several 
years’ work: Perhaps you are going to enter the Commercial Department of the High School. 
You will ee quite a number of new. letter forms and new material for practice in the Commercial 
‘Edition of the MacLean Method of Writing. . 


Whether you return to Public School, enter High School or Business College, or go 
directly into the business world, do not neglect your penmanship. As we told you before, a good 
style of handwriting is one of the most valuable assets you can have in life. 


Ask -your teacher to forward specimens of your penmanship. to. the Author, so that you 
may receive a MacLean Method Writing Certificate if your awork is up to the required standard. 
Do your best and help your class win the High Honour Diploma. 


I wish you every success in the future. 


Yours faithfully, 


